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1.   THE  ORDN/.NCE  DEP^^RTMENT. 


1.    The  Chidf  of  Ordnance  of  the  Army  is  ch-?.rged 
Vvith  the  duty  of  PRO^IIRING^  "by  purcha.se  or  manufacture, 
and  DTSTRI3UTIFG  the  necessp.ry  orc.nance  and  ordn.anoe 
stores  for  the  Army  and  the  Wp.tion.r.l  Guard,  (par,  1511, 
Army  RwgulationG,  1913).   Ordnance  and  ordn?:,nce  stores 
ir elude  cannon  and  artillery  vehicles.  ?.nd  equipments; 
?.ppar?.tus  and  machines  for  the  service  and  maneuver  of 
artillery;  small  arm.s,  a^i/imunition,  and  accoutrements; 
horse  equipments  and.  harness  for  Field  Artillery/-,  a.nd 
horse  equipments  for  Cava,lry  ?.nd  other  m^ounted  men; 
tools,  ma.chinery;  a.nd  materials  for  the  ordna.nce  ser- 
vice; a.nd  all  propex^ty  of  whatever  nature  (including 
specially  equipped  mooor  trucks.^  motorrt^cleSj  tra.ctos, 
a.nd  railroad  cars)  supplied  to  the  Military  Esta.olish- 
ment  b^-  the  Oi  d  nance  Department  (par.  151^^  Army  Re- 
gulations, 1913). 

2«    The  personnel  of  tne  Ordn?.nce  Departm-ent  com- 
prises commissioned  officers,  enljsted  men,  a.nd 
civilia.n  employees. 

3.  The  comma ssioned  persdmel  inc3.udes  officers 
of  the  Ordnance  Department,  United  States  Arm:/;  Ord- 
nance Reserve  Corps  a.nd  officers  of  the  Ordnp.nce  De- 
partment, National  Arm.y.   The  first  class  comprises 
Regular  Army  officers  .<ho  make  the  study  and  practice 
of  ordna.nce  engineering  their  life  profession;  the 
Second  class  comprises  officers  called  into  active 
Service  with  the  Ordnance  Dep^rtm.ent  by  selection  from 
the  ina.ctive  list  of  the  Ordna.nce  Officers'  Reserve 
Corps  and  comprises  executives.  scie"!:itist.-9 .  engineers 
(mechanical,  electrical,  chemical.,  ind-^stx  iaJ.,  etc.).. 
chemists.,  metal-lurgi?ts,  etc.,  ordin.arily  en^a^-^ed  in 
civil  p\ir suits,  who  have  eng?.ged  to  give  the-ir  ser- 
vices when  needed  by  the  Govern;rient .    The  lasb  class  . 
.comprises  officers,  who  since  the  creation  of  the 
N?ttion?.l  Army  have  been  co.mmissioned  direct  into  that 
army  or  i^romoted  into  that  arm.-y, 

4.  The  enlisted  personnel  includes  the  enlisted 
m.en  of  the  Ordnance  Depa.rtraent,  Regular  Army;  0.rdn:-.nce 
Department,  Regul?.r  Army  F-ieserve;  a.nd  Enlisted  Ordnance 
Corps,  National  Army.   The  fi.rst  class  comprises  Re- 
gular Army  enlisted  men  who  ma.ke  service  in  the  Ordnance 
Depa^rtment  their  life  work;  the  second  class  comprises 
Regular  Army  enlis^■ed  men  who  have  been  fuj*loughfed  to 
the  Reserve  at  the  expiration  of  ^heir  term  of  service 
with  the  colors;  a.nd  the  last  class  comprises  men 
skilled  in  various  grades  and  ordina.ril3'  engaged  in 
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civil  pursuits,  who  have  enlisted  in  or  baea -.trans- 
ferred to  thd  Ordnance  Dep^rtr:ent  since  the  out  creak 
of  the  .vcir. 

5.  The  civilian  personnt^l  includes  all  others 
not  either  officers  or  enlisted  men.   (For  matters 
governing  ciyilieun  emplcyees,  see  Ordnance  Pp^nphlet 
No.  I<i94,  Regulations  for  the  Administra^tion  of  the 
Civil  Service  in  the  Oranance  Department,  United 
States  Army  at  Large). 

6.  The  service  of  ordn.ance  supply  in  the  field 
require:  Officers  for  administrative  duties,  as  div- 
ision ordnance  officers;  and  officers  ?olong  the  lines 
of  communica-tion,  commanding  officers  of  ordnance  de- 
pots and  assist.ants;  ?.nd  enlisted  men  for  the  clerical 
?«"ork  involved  and  as  ?.rtisans  and  laborers  for  the 
necessary  rap.nual  vvork.    No  civilian  personnel  will 
hereafter  be  provided  for  the  ordnance  field  service* 

3.   DISTRIBUTING  ^UNCTION  OF  THF  ORDN/^NCE 

DEPART^'^ENT. 

7.  Officers,  and  enlisted  men,  designated  for 
field  duty  are  interested  in  the  purchase  and  manu- 
facture of  ordnance  stores,  and  they  should  lose  no 
opportunity  to  become  familiar  with  these  phases  of 
ordnance  work.    Kov;ever,  it  is  .'vith  the  DISTRIBUTIVE 
function  that  they  have  prima.rily  to  deal.    Hence 
they  are  most  interested  in  all  phases  of  this 
function,  including  supply,  maintenance,  inspection, 
salvage,  etc.    It  is  with  this  function  th^t  these 
notes  will  deal. 

8.  The  distributing  function  is  in  intimate  con- 
tact .vith  the  line  of  the  Army  and  must  adapt  itself 
readily  to  all  the  changing  conditions  encountered  by 
the  line  ranging  from  routine  g?.rrison  duty  to  the 
most  arduous  field  service.    The  regulations  govern- 
ing the  distributing  function  contemplate  the  various 
conditions  attending  supply  proolems,  and  are  so  framed 
as  to  adapt  themselves  accordingly.    A  brief  statement 

8?  S^fir§rioS^®  varying  conditions  attending  the  supply 
uxai.ance,  ^i^^   regulations  published  to  meet  each 

condition,  and  the  reasons  behind  the  regulations  is  of 
interest  and  ma,y  be  of  actual  value  at  a  concentration 
camp  adi'.inistered  partially  or  entirely  under  the  pro- 
visions of  Peace-time  regulations. 

A.  Distribution  in  Time  of  Peace, 

9..  In  time  of  peace  the  various  pha.ses  of  the  dis- 
tributing function  av.re  largely  assumed  by  the  line  of 
the  Army,  and  "ordnance  and  ordnance  stores  are  issued 
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from  the  various  e.rsenr.ls  and  depots  to  the  extent 
authorized  "by  existing  ordera"    (par.  1515,  Army  Re- 
gulations, 1914),    The  orders  referred  to  represent 
the  '-idministrativd  mecha,nismj  v.hich  exj^erience  has  in- 
dica,tdd  to  b^   necessa.ry  to  most  nearly  meet  the  pec.ce 
needs  of  the  Army  within  the  limits  of  funds  appropriated 
for  tho  p^orpose.   (Ref ere-nce  pars.  1  to  7,  inclusive, 
G.  0.  58,  War  Dep?r;!:ment,  1916) ,    These  orders  refer 
constantly  to  "prescribed  a.llowances,  *'  a,nd  at  first 
glance  will  prooably  appear  unusally  restrictive  as  re- 
gards the  exercise  of  judgment  and  initiative  by  ordnance 
supply  officers.   However,   as  in  most  well-established 
systems,  there  is  ample  justification  for  these  restrict- 
ions in  time  of  peace  and  many  of  them  are  susceptible 
of  application  in  time  of  War.    For  instance,  the  War 
Department  prescribes  in  great  detail  the  ordnance 
equipment  of  organizations  and  individuals.    The  pre- 
scribed (or  unit)  equipment  is  in  effect  thb  best  com- 
promise bet¥;een  fighting  pov.er  (equipment)  and  mobility 
(ease  of  transportation)  .and  the  whole  system  of 
logistics*depends  upon  a  strict  adherence  to  this 
policy.    The  superior  coiximander  thinks  of  his  in- 
dividualB  and  organizations  in  terms  of  mcbilty  and 
power.   Overequipment  without  the  knowledge  of  the 
superior  commander  reduces  the  moDility  vvhich  he  con- 
fidently expects  and  introduces  serious  errors  in  his 
calculations.   Under  equipment  v^ithout  his  knowledge 
reduces  the  fighting  power  which  he  p.ssumes  in  making 
his  dispositions  and  likewise  introduces  sudden  and 
disconcerting  errors  into  his  calcula-tions.    The  basic 
principles  underlying  the  adoption  of  unit  equipments 
apply  in  v;?„r  as  well  as  in  peace.    Departures  from 

the  standard  directed  or  authorized  by  the  superior 

commander are  automatically  taken  into  account  by 

him  in  marking  his  plans.   All  other  departures,  except 
in  minor  details,  should  be  brought  to  his  attention 
promptly  on  account  of  their  possible  effect  on  his 
dispositions. 

16.   On  the  other  hand,  these  are  peace-time 
policies  which  have  but  a  limited  application  in  time 
of  war.   For  instance,  consider  the  system  vvhich 
extablishes  allowa-nces,  such  as  a.mmunition  for  t.arget 
practice,  cleaning  and  preserving  material,  repair 
parts  for  personal  equipment,  for  horse  equipments, 
for  sma,ll  arms,  etc.    These  allo7;ances  are  a  necessity 
in  time  of  peace.   Funds  ?.re  appropriated  by  Congress 
for  certain  specific  purposes,  such  as  target  pr.actice, 
ma.intenance  of  equipment,  etc*;  The  Army  consists  of 
individuals  and  organizations  which  must  be  trained  to 
certa.in  degrees  of  proficiency''  in  their  special  duties. 

♦The  ta,ctical  moveu-.ent  of  an  army  from  pl?.ce  to  place. 
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The  target  practice  allo^vances  represent  the  dis- 
tribution of  funds  appropriated  for  that  purpose  de- 
cided upon  after  considering  the  strength  of  the  Armvj 
the  cost  of  the  ammunition,  tne  total  funds  p^vaila.'ole,, 
a,nd  all  other  factors  bearin^:  upon  the  subject.   Similar- 
ly the  supply  ?.nd  a.llc?;a..noe  taoles  of  preservatives, 
spare  and  repair  p?.rts,  soc..,  represent  the  best  dis- 
tribution of  the  funds  p.ppropri'-ted  for  xTxaintenance 
purposes,  taking  into  corii-:i deration  the  gra.nd  total  of 
equipment  to  be  maintained,  accuixulation  of  war  reserves, 
etc. 

11.  The  allowa>nce  tables  ccnstitute  e.   normal  con- 
dition of  .affairs  within  which  routine  business  is 
authorized.    Issues  of  a^rticles  in  excess  of  prescrib- 
ed allo7jances,  or  of  articles  not  listed  in  allo\f.ance 
tables,  must,  naturally,  be  referred  to  the  authority 
which  est.aclishes  the  normal  allowance,  in  order  that 
necessary  changes  in  the  norinal  allovvance  ma^'-  be  made, 
if  consiaered  desirable  after  mature  consideration  and 
if  ?.vailable  funds  pern^it. 

B.   DISTRIBUTION  I¥.    TIME  OF  T'AR . 

12.  ?i/hen  troops  are  in  the  field  in  time  of  war, 
the  conditions  of  supply  a-re  vastly  different  from 
peace  conditions.    The  regula-tions  take  into  account 
these  changed  conditions  by  providing  for  the  issue 
"of  such  ?.r tides  of  ordnance  property  a.s  may  be  need- 
ed" on  the  order  of  any  general  or  field  officer 
(par.  1514,  i^rmy  Regulations,  1915),  subject,  however, 
to  the  provisions  of  paragraph  8,  General  Orders  58, 
War  Depp.rtment,  1916,  which  prescribe  a  norma.l  channel 
for  requisitions  through  im^^ediate  commanders  to  the 
headquarters  of  the  -Army,  Army  corps,  division,  or 
expedition  concerned.   This  course  is  obviously  de- 
sira/ole  as  keeping  superior  authority  inforuied  of  the 
state  of  supply  of  the  comuiand,  r^nd  securing  the 
assignment  of  proper  transportation  for  ordnajjce  supplies, 

13.  D-uTing  p.ctive  operctioub,  however,  it  is  pro- 
vided that  requsitions  be  suomitted  orally  directly  on 
the  ordnance  officer  #hose  facilities  for  making  prompt 
issues  are  the  greatest,  Vvithout  requiring  them  to  pass 
through  intermediate  com;/.3,nders.  (See  O.P.R.,1917, 
p.ars.  89  and  90. ) 

It  will  therefore  be  seen  that  the  regulations 
adapt  themselves  to  the  conditions  attending  the 
particular  supply  problem  at  hana.    In  time  of  peace 
the  exercise  of  strict  economy  is  emxohasized,  a.nd  the 
administrative  inechanism  to  secure  it  is  provided. 
As  troops  take  the  field  econojiy  is  still  important, 
out  its  place  as  a  determining  fa,ctor  is  taken  by  the 
question  of  securing  trc^nsportation  for  ordnance 
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supplies  in  competition  with  forage,  tentage,  rations, 
clothing,  etc.,  a.nd  the  regulations  have  been  fra.ffied 
with  this  condition  in  mind.   When  the  troops  engage 
in  active  operations,  the  supply  of  ordnance, 
particularly  of  pummunition,  is  of  supreme  importance 
and  all  other  considerations  become  secondary.    The 
regulations  then  provide  the  simplest  and  most  ex- 
peditious procedure  possible. 

14.    In  time  of  war  it  is  exceedingly  important 
to  relieve  line  troops  of  all  duties  which  might 
interfere  with  their  efficiency  as  fighting  organiza- 
tions.   Under  the  present  organization  of  the  Army, 
the  combatant  forces  require  and  expect  the  Ordnance 
Department  to  properly  equip  their  orga,nizations  with 
arms,  ammunition,  person?„l  a-nd  horse  equipment,  etc., 
a-nd  also  to  maintain  all  of  this  equipment  in  service- 
aole  a.nd  sufficient  condition-    In  order  to  meet  this 
requirement  the  Ordnance  Department  sends  into  the 
field  the  personnel,  stores,  etc.,  comprising  an  or- 
dne.nce  depot,  at  a,  suitable  point  or  points,  under 
authority  of  paragraph  1515,  Army  Regulations,  1913- 
The  ordnance  depot  becomes  the  general  clearmmgg 
house  of  what  "che  combatant  forces  expept  from  the 
Ordnance  Department,  and  what  the  Ordnance  Depa.rtffient 
can  accomplish  tov/ard  this  end,  utilizing  the 
facilities  of  the  other  stc.ff  and  supply  departments 
in  addition  to  its  own.    The  Ordnance  Department  ex- 
pects its  representative,  the  Ordnance  depot,  to 
accomplish  its  function  economically  and  efficiently 
by  utilizing  all  its  facilities  to  the  utmost- 


3.   THE  ORDNANCE  DEPOT. 

15.  The  ordnance  depot  is  in  effect  a  sma,ll 
arsenal  except  as  to  manufacturing  activities.    It 
operates  in  the  United  States  under  the  control  of 
the  Commanding  General  of  the  territorial  department 

in  which  it  is  located.    (Par.  1515,  Army  Regula-tions, 
191o,  and  G.  0.  137  W.  D.  1917).   In  the  theatre  of 
operations  it  operates  under  the  control  of  the  Com- 
mander of  the  base,  line  of  comiffiunica.tions,  expedition, 
division,  army  corps,  etc.    It  is  assigned  norm.ally 
to  the  supply  and  maintenance  of  a  division  at  war 
strength.    It  may  be  assigned  to  the  supply  and  main- 
tenance of  a  small  or  greater  numoer  of  troops  a.s 
circumstances  require. 

16.  Ordnance  depots  have  two  general  uses,  depend- 
ing upon  the  employment  of  the  troops  to  the  supply  and 
maintenance  of  which  they  are  assigned.  For  instance, 
an  ordnance  depot  may  be  assigned  to  a  division  under- 
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going  organization  and  training  at  a  concentration 
camp.    Ordnance  depots  have  also  been  estaolished  at 
ports  of  embarkation  and  subde^ots  will  be  estaolisbed 
at  such  points  along  the  line  of  communications  a,nd 
elsewhere  a,s  circumstances  may  reauire.   (G.  0.  56, 
1917). 

17,   In  any  case>  the  functions  of  the  ordnance 
depot  are  the  same,  a,l though  varying  in  relative  imj- 
porta,nce  cird.   in  difficulty  of  ?.ccomplishm.ent.  c  The 
principal  functions  of  the  ordnance  depot  are  indicated 
belov/.    (Notes  on  the  various  headings  t-^^I^^Azvt,    pars. 
19-37,  inclusive.) 

FTJFCTIONS  OF  OPDNi?,NCE  DEPOT. 

A.  EQUIPMENT: 

1.  Of  organizations. 

2.  Of  individual.^. 

B.  MAINTEN^iNCE: 

1.  Issue  of  preservatives. 

2.  Issue  of  rej^air  pa.rts. 

3.  Repairs  in  the  field- 

a.  By  special  personnel. 

4.  Repairs  at  depot. 

5.  Forwarding  material  for  pepairs. 

6.  Replacem.ent  of  equipment. 

c.  s/av,'irxE! 

1.  Unserviceable  equipment. 

2.  Captured  arms,  etc. 

D.  INSPECTION: 

1.  Purche.ses   stores  3.nd  supplies. 

2.  Artillery  miateriel. 

3.  I'Lachine-gun  materiel* 

E.  INFOR^'^ATION: 

1.  Ammunition  supply. 

2.  Report  of  principal  ordnance  stores  and 

supplies. 

F.  INSTRUCTION: 

1.  Operc.tion  of  machine  guns. 

2.  Repair  of  equipment. 

The  facilities  »vhich  the  depot  commander  has  at  his 
desposal  to  enB,ble  him  to  carry  out  a,bove  functions 
are  as  follows  (notes  on  the  various  headings  follow, 
pars,  38  to  55,  incluBive) : 
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F/iCTLTTIES  OF  ORDIIiiNCE  DEPOT. 

A,  ORDNi^NCE   DEPARTMENT t 

1.    Ordna.nce   stores  and  supplies, 
3.    Office   fuiniirare   ?^nd  supplies. 

3.  Permanent   personnel" 

a.  Corimissioned. 

b.  Enlisbedc 

4.  Funds   for  purchase- 

5.  Technical   informaticn. 

B.  OTTflRTER'>'ri\STER   CORPS: 

1.  Construct ion- 

a.  Storehouses  ?„nd  offices, 

b.  Magazines  and  oil  houses. 

c.  Qup.rters  for  personnel. 

2.  Tra,nsportatiGn- 

a.  For  ordnance  supplies. 

b.  For  special  purposes. 

3.  Subsistence  of  personnel. 

4.  Pay  of  personnel-- 

5.  Material  for  conversion, 

C.  ENGINEERS'  CORPS: 

1.  Construction  in  field. 

2.  Railroad  fa^cilioies. 

D.  SIGNAL  CORPS r 

1.  Communication  fa,cilities. 

E.  MEDICi^L   CORPS: 

1.  kedical  attendance  and  supplies. 

F.  INSPECTOR   GENERAL'S   D^PART^^NT: 

1.  Disposition  of  unserviceable  property. 

G.  ADJUTANT   GFNERAL^S  DEPARTMENT: 

1.  Military   instructions. 

2.  Military   informaticn. 

The  facilities  under  B.  C.,  D,  E,  ^,  G,  above,  are 
obta.inable  from  the  staff  departments  mentioned  by  re- 
quest through  camp  or  division  headquarters. 

18.    In  order  to  fulfill  the  functions  assigned  to 
it  with  the  facilities  available  for  the  purpose,  the 
depot  must  be  organized  and  operp.ted  on  business 
principles.    Order  and  system  are  as  essential  in  the 
field  as  in  coram.ercial  pursuits,  but  it  is  of  the  utmost 
importance  that  procedure  be  reduced  to  its  simplest 
terms  and  utilized  only  for  assistance  in  the  attainment 
of  the  main  object.    Under  no  circunistances  should 
slavish  a.dherence  to  form  or  regulation  be  permitted  to 


delay  the  forwarding  of  supplies.    The  normal 
organization  of  an  ordnance  depot  is  given  below. 
Notes  on  the  various  headiiigs  and  subheadings  are  given 
in  later  pages* 

4.   THF  FUNCTIONS  OF  THF  ORDNANCE  DEPOT, 

19*   Ha,rd  and  fast  rules  can  not  be  laid  down  for 
the  guidance  of  supply  officers  who  are  in  the  field, 
but  certain  basic  principles  h?.ve  been  evolved  as  the 
result  of  past  experience  a-nd  are  here  stated  in  order 
that  they  may  help  decide  the  numberless  questions 
arising  in  the  service  of  sujpply  in  the  field.   The 
follov/ing  paragra^phs  refer  to  the  corresponding  head- 
ings and  suDheadings  of  the  outline* 

A*   EQUIPMENT. 

20*   The  equipment  of  organizations  and  individuals 
is  prescribed  in  great  detail  by  the  7i/ar  Department  unit 
equipment  manuals!   The  effect  of  a  departure  from  the 
equipment  specified  hc.s  already  been  shown.  ,   Questions 
which  arise  in  connection  with  such  departures  should 
be  referred  to  the  division  comm^ander  or  to  the  officer 
to  whom  he  has  delegc.ted  authority  to  decide  such 
questions  in  his  ne.me,  as,  for  instance,  the  division 
ordnance  officer,  the  commander  of  the  line  of  com- 
munications, the  ordnance  officer  of  the  line  of  com- 
munications, or  the  commander  of  the  base.    Otherv/ise 
the  depot  comx-:;ander  may  innocently  transgress  the  wishes 
of  superior  authority  by  loading  up  organizations  with 
excess  equipment  ?.nd  thereby  affecting  their  mobility, 
or  by  insufficiently  equipping  them  for  the  part  they 
ma^'"  be  called  upon  to  play. 

21.   At  concentration  camps  organizations  may  be 
equipped  as  a  result  of  an  order  for  supplies  (see  Form 
1515,  Ord.  Dept,)  received  at  the  ordnance  depot  from 
higher  authority,  in  which  case  no  departures  from  the 
number  and  kind  of  articles  should  be  made  without 
notifying  the  authority  issuing  the  order  for  supplies. 
The  usual  case  will  probably  be  as  the  result  of  the 
receipt  of  a  requisition  (see  Form  386,  Ord.  Dept.) 
approved  by  regimental  or  camp  commander.    If  the 
number  of  c-'.rticles  requested,  together  with  those  re- 
ported on  ha,nd,  does  not  exceed  that  prescribed,  issue 
should  be  made  promptly  to  the  fullest  extent  from  stock, 
deficiencies  being  corrected  by  subsequent  issues- 
Requests  for  ordnance  and  ordnance  stores  which  axe   not 
standard  articles  or  which  are  in  excess  of  prescribed 
allowances  should  be  forwarded  to  the  division  commander 
for  appropriate  action.   (Par.  5,  G.  0*  58,  War  Dept., 1916.) 
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Articles  for  organizaticns  should  be  invoiced  to  the 
regimental  supply  officer.   Quote  as  authority  for 
the  issue  the  requisition  of  the  compr.ny  commander, 
which  has  been  a-pproved  oy  the  regimental,  post,  or 
camp  coffiinander,  or  any  instructions  from  higher 
authority  to  direct  the  issue.    Unless  the  necessity 
of  the  issue  be  extremely  urgent,  insist  that 
requisition  be  made  out  with  care  and  in  conformity 
with  prescribed  lists. 

23.  The  equipment  of  individuals  and  of  casuals 
proceeding  along  the  line  of  communications  to  join 
their  organizations  should  conform  to  that  prescribed 
for  the  orga.nization  to  which  the^''  are  assigned  and 
are  to  join,  unless  orders  from  competent  authority 
direct  a  different  course.    The  equipment  of  all 
divilians,  scouts,  etc.,  for  which  no  standard  equip- 
ment is  prescribed  will  be  determined  by  superior 
authority.    To  whomever  issued,  the  articles  should 
be  invoiced  to  the  supply  officer  of  the  organization 
to  which  he  is  proceeding. 

B*  MAINTENANCE. 

23*   The  maintenance  of  equipment  is  the  principal, 
most  important^  and  likewise  the  most  difficult  function 
of  the  ordnance  depot.    The  equipment  of  new  troops  is 
a  simple  matter  of  determining  the  number  and  kind  to 
be  equipped  and  obtaining  and  issuing  the  proper  number 
of  standard  unit  equipments,  but  cnoe    issued,  this 
equipment  is  subjected  to  such  widely  varying  condi- 
tions of  use  and  abuse,  that  the  nicest  discernment 
must  be  exercised  in  determining  items  of  standard  stock 
to  be  kept  on  hand  for  maintenance  purposes. 

24.  Articles  of  ordnance  equipment  are,  in  the 
average  case,  impossible  or  difficult  to  procure 
commercially.    In  this  respect  they  differ  materially 
from  the  equipment  or  supplies  furnished  by  the  other 
staff  departments.   Due  to  inadequate  appropriations 
in  times  of  peace  and  to  some  extent  to  the  improve- 
ments being  constantly  made  in  the  field  of  ordnance, 
it  is,  generally  speaking,  impossible  to  accum.ulate 
proper  war  reserTes  for  ordnance  equipment. 

25.  In  consequence,  the  maintenance  in  a  service- 
able condition  of  every  item  of  ordnance  equipment 
until  every  last  bit  of  usefulness  has  been  obtained 
from  it,  becomes  vitally  important. 

26.  It  is  manifestly  impracticable  for  the 
individual  soldier  or  even  the  individual  organization 
to  make  all  repairs  occasioned  by  active  field  service. 
It  is  as  manifestly  impraticeable  to  have  all  repairs, 
made  at  the  ordnance  depot, or  arsenals.    Granting, this, 
it  then  remains  to  establish  a  series  of  repair  agencies 
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gradua-lly  ircreasiing  in  facilioies  ana  field  of  work 
properly  proportioned  to  the  transportation  available 
in  each  instance. 

27.  The  maintenance  of  ordnance  equipment  al- 
ready issued  and  in  the  hands  of  troops  is  effected 
hy   the  issue  of  cleaning  and  preserving  material, 
the  issue  of  spare  and  repair  parts  for  use  by  the 
troops  themselves,  the  establishment  of  repair  parts 
for  use  in  the  organization  and  equipment  of  mooile 
repair  shops,  and  finally  by  the  issue  of  replacing 
articles  of  equipment.    (See  0.  D.  Pamphlet  1970, 
Supply  and  Allov/ance  Tables,  for  Allowances  of  Repair 
Materials- ) 

28.  The  basic  principles  governing  the  system 
of  maintenance  contemplate  that  each  repair  agency 
from  the  individual  soldier  to  the  arsenal  shall  make 
all  repairs  vvithin  its  facilities  as  limited  by 
transportation.   Unserviceable  equipment  should  be 
stopped  in  its  progress  to  the  rea-r  and  returned  to 

a  serviceable  condition  at  the  earliest  possiDle 
stage  in  order  to  salve  transportation  and  to  reduce 
the  number  of  articles  withdrawn  from  stock  for  replace- 
ment.  For  insta-nce,  the  soldier  carries  in  the  stock 
of  his  rifle,  a  festf  small  parts  available  for  minor 
repairs*    If  he  can  not  effect  the  necessary  repairs, 
the  c.rm-repair  chest,  in  each  battalion  may  afford 
the  necessary  facilities  with  the  help  of  the  ordnance 
soldiers  attached  to  the  line  organiza.tion.    If  not, 
the  regimental  supply  officer  may  oe  successful.    If 
not,  the  mobile  repa^ir  shop  or  repair  subdepot  with 
its  better  facilities  should  be  able  to  make  all  re- 
pairs except  the  replacement  of  barrels,  etc.   The 
latter  can  usue.lly  be  made  only  at  the  base  depot. 

29.  In  the  case  of  artillery,  each  carriage 
carries  spa-re  parts  for  the  breech  mechanism;  the  de- 
pot has  spare  guns  ccm.plete;  the  battery  wagon  carries, 
in  addition,  a  complete  spare  breech  mechanism.   Each 
repa.ir  agency  t-ndeavors  to  make  repairs  v/ithin  its 
facilities,  but  even  the  depot  can  not  reline  guns,  so 
that  repairs  of  this  kind  reach  the  court  of  last  re- 
sort, the  m.anufacturing  arsenal. 

30.  The  ordnance  depot  is  the  usual  repair  agency 
for  all  work  required  by  the  division  to  which  it  is 
assigned.    In  order  to  avoid  an  undue  accum.ulation  of 
this  work  at  the  depot  every  effort  should  be  made  to 
reach  out  and  solicit  it  before  it  reaches  the  depot. 
In  doing  this  specially  trained  mechanics  may  be  sent 
out  individually  or  in  groups  to  assist  the  personnel 
of  organizations  in  the  repair  of  their  material. 
Mobile  repair  shops  or  machine-shop  trucks  are  also 
used  to  avoid  the  piling  up  of  repair  work  in  the 

in  the  ordnance  depot. 
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51.   Wlien  transportation  io  aval] able  for  the 
purpose,  all  ui:t-.er •riooaole  ordii'jriC.3  equipmerit  of 
possible  value  v;iil  be  shippe'i.  to  the  cp.se  where  it 
should  be  sorued,  disasseiribled,  and  serviceaole 
components  tiUTined  into  fvLook-    Unserviceable  com- 
ponents should  be  so2?ted  and  sora:oped  and  disposed 
of  as  indicated  in  General  Order  2B,  War  Departirent, 
1917.    Many  cases  7/ill  arise  not  covered  by  instruct- 
ions, but,  in  general,  everything  should  be  saved 
which  is  apparently  of  greater  value  than  the  cost 
of  its  transportation  to  the  nearv-^st  pla.ce  where  it 
can  be  utilized.   Another  phase  of  salvage  work  is 
the  overhauling  of  captured  arms  and  equipment  for 
possible  use  against  the  enemy.    The  proper  action 
to  be  taken  will  be  determined  by  the  circumstances  in 
each  individual  case. 

Do   INSPECTION. 

32.  The  inspection  7;ork  at  ordnance  depots  will 
consist  largely  of  examination  of  artillery  and  machine- 
gun  ma.terial  in  service,  as  outlined  in  General  Order 
11,  War  Department,  1913.    This  inspection  should  be 
utilized  as  an  aid  to  the  repair,  alteration,  etc., 

of  the  material  inspected.    By  closely  observing 
the  behavior  of  material  inspected  in  sjrvice  and  noting 
the  breakages  and  other  defects  of  most-  frequent 
occurrence,  the  number  and  kind  of  articles  and  compon- 
ents required  to  be  kept  on  hand  for  repair  purposes 
can  be  closely  approximated. 

33.  The  other  phase  of  inspection  is  the  ex- 
amination for  acceptance  of  ordnance  a,nd  ordnance  stores 
delivered  direct  go  the  depot  by  the  contractor. 
Specifications  and  other  instructions  will  ordinarily 

be  given  in  each  c^^se  by  the  authority  arranging  the 
purchase.    The  duty  of  the  reserve  officer  will  be  to 
see  that  the  Goverriment  obtains  in  quantity  and  quality 
exactly  what  it  is  paying  for. 

E.   INFORM.ATION, 

34.  The  principal  informa.tive  function  of  the 
ordnance  depot  concerns  the  ammunition  supply-    It 
is  vitally  importLi?nit  that  the  division  coiixixiander  have 
at  a-11  times  accurate,  up-to-date  informp.tion  in  re- 
gard to  ammunition  supply  in  the  hands  of  troops,  in 
their  combat  trains,  in  amm unit  ion  trains,  in  ammunition 
columns,  a.nd  at  the  base,  as  prescrioed  in  revised 
Tables  of  Organization,    The  division  ordnance  officer 
is  charged  with  obtaining  this  information  and  v;ill  un- 
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doubt edly  call  upon  the  depot  commander  for  periodical 
reports  in  this  regard. 

35.   The  sufficiency  of  ordnance  supplies  other 
than  ammunition  must  also  be  taken  into  account  by 
the  division  commander  in  making  his  plans,  and  the 
depot  commander  may  be  called  upon  for  this  information 
at  short  notice.   V/ith  such  a  contingency  in  mind, 
data  v/hich  affect  the  supply  of  principal  articles  of 
personal,  and  horse  equipment  should  be  kept  up  to  date, 
taking  into  account  stores  (a)  on  hand  serviceable; 

(b)  on  hand  unserviceable  but  repairable  at  depot; 

(c)  in  prospect  by  invoice,  requisition,  or  oaider  for 
supplies;  (d)  on  hand  but  obligated  for  issue  by 
approved  requisitions  or  order  for  supplies. 

This  information  v/ill  be  available  in  ready  form 
if  the  Balance  of  Stores  system  described  farther  on 
in  these  notes  if  followed. 

F,   INSTRUCTION 

36.  Although  not  a  proper  normal  function  of  an 
ordnance  depot;,  i't  has  been  found  desirable  on  certain 
occasions  to  require  depot  personnel  to  supervise  the 
instruction  of  line  personnel  in  the  operation  of  machine 
guns  from  a  mechanical  standpoint  only.   Most  of  this 
instruction,  however,  \7ill  ho".v  be  carried  on  in  schools 
back  of  the  lines,  this  being  contemplated  in  thelatest 
plans  of  the  Ordnance  office. 

37.  At  these  schools  there  should  be  illustrated 
the  jams  of  most  frequent  occurrence  and  the  best 
method  of  reducing  them;  and  the  extent  to  which  re- 
pairs can  be  successfully  made  in  the  field  should  be 
indicated. 

5.   FACILITIES  UTILIZED  BY  THE  CBDNANCE  DEPOT. 

38.  In  order  to  accomplish  its  various  functions 
the  ordnance  depot  makes  use  of  the  facilities  of  not 
only  the  Ordnance  Depe-rtment,  but  of  all  other  staff 
departm.ents  of  the  Army,  and  any  other  agency  made 
available  by  circumstances.   On  account  of  the 
absolute  dependence  of  the  depot  commander  on  the  other 
staff  departments  for  certain  essential  facilities,  as, 
for  instance,  construction  of  storehouses  and  magazines, 
assignment  of  transportation,  etc.,  it  is  of  no  mean 
importance  that  he  create  and  cultivate  cordial  re- 
lations with  all  other  staff  departments  with  whom  he 
comes  in  contact.   In  all  oases,  if  the  services  of 
other  staff  corps  be  needed,  request  for  such  services 
should  be  made  through  the  camp  or  base  commander. 

IE 


.A.   ORDNANCE  DEPi^PT^ENT. 

39.  The  articles  comprising  the  original  issue 
of  ordnance  ma,teriei  to  all  organizations  which  the 
depot  must  supply  at  a  camp  or  cantonment  are  sent 
by  the  Supply  division  of  the  ordnance  office,  to 
the  depot.    Future  issues  are  made  to  the  depot  on 
the  basis  of  requirements  as  ascertained  by  the  Re- 
quirements Determination  Branch  of  the  Ordnance  Office. 
Only  in  exceptional  cases  must  the  depot  requisition 
for  Ordnance  materiel. 

40.  The  Ordnance  Department  furnishes  neces'sary 
office  furniture  and  office  supplies  required  from 
time  to  time  for  the  needs  of  the  depot,  and  each  de- 
pot is  allowed  to  purchase  these  up  to  a  certain 
stipulated  amount. 

41.  The  Ordnance  Department  furnishes  the 
personnel  for  ordnance  depots,  in  accordance  with 
the  chart  "ordnance  depot  for  the  Supply  of  a  Div- 
ision". 

4S.    The  Ordnance  Department  provides  necessary 
funds  for  the  payment  of  civilian  eir^ployees  and  for 
such  purchases  as  can  be  made  advantageously  in  open 
market  in  the  vicinity  of  the  ordnance  depot-.  The 
making  of  and  accounting  for  all  disbursements  for  the 
various  ordnance  depots  is  being  accomplished  by 
assigning  a  special  depot  as  disbursing  agent  for 
other  depots  situated  in  its  vicinity. 

43.  The  Ordnance  Department  furnishes  informa- 
tion of  a  technical  character  concerning  the  iu:ateria.l 
adopted  for  issue  by  means  of  pa-mphlets,  specifications, 
special  communications,  etc.,  and  also  information  on 
any  pa.rticular  question  of  a  technical  character 
raised  by  the  depot  commander. 

■  B.   QUARTERMASTER  CORPS. 

44.  The  Quartermaster  Corps  is  charged  with  the 
construction  of  storehouses,  ma,gazines,  oil  houses,  and 
quarters  for  personnel  in  the  Ordnance  Department. 

The  quartermaster  will  call  upon  the  depot  comrnander 
for  information  in  reference  to  kind  and  size  of 
buildings  desired  as  well  as  their  location  with  re- 
ference to  each  other  and  buildings  of  other  staff  de- 
partments.  Working  plans  and  bills  of  material  for 
unit  storehouses  and  warehouses  suitable  for  ordnance 
purposes  are  given  in  Ordnance  Departm.ent  drawing  class 
19,  division  1,  drawing  107,  dated  December  31,  1916, 
which  may  be  used  in  lieu  of  better  information  in 
this  regard. 

In  place  of  constructing  storehouses,  etc.,  the 
quartermaster  ma-y  be  able  to  lease  or  otherwise  acquire 
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a  place  already  constructed;  in  which  case  the  spaces 
to  be  leased  should  conform  as  far  as  practicable  to 
that  estimated  on  the  drawing  referred  to, 

45.  the  Quartermaster  Corps  is  charged  with 
providing  transportation  either  by  conixKercial  railway, 
motor  truck,  wagon  or  pack  train  for  ordnance  supplies 
en  route  to  organizations. 

The  officer  in  charge  of  storehouses  is  acting 
quartermaster  for  the  depot  and  is  ohai-ged  with  the 
execution  of  all  .snipping  papers  a,nd  records  (see 
shipping  procedure  as  described  in  Appendix  a).    It 
is,  therefore,  not  necessary  for  the  depot  to  prepare 
the  invoices  required  by  Army  Regulations  1548,  this 
being  done  only  when  stores  are  turned  over  to  a 
quartermaster  not  directly  connected  with  the  issue 
of  the  articles  shipped.    There  will  be  sent,  how- 
ever, the  shipping  list  required  by  Army  Regulations 
1548,  and  duplicate  invoices  with  duplicate  receipts 
to  be  signed  by  the  receiving  officer. 

46.  The  Quartermaster  Corps  is  cha.rged  with 
providing  rations  for  commissioned  and  enlisted  per- 
sonnel.   (Manua-1  Quartermaster  Corps,  par.  3290.) 
Rations  are  based  on  the  ra.tion  return  made  out  by 

the  depot  commander.    (Quartermaster  Corps,  Form  223.) 
The  comraanding  officer  will  designate  the  periods  for 
which  ration  returns  are  to  be  submitted. 

47.  The  Quartermaster  Corps  is  charged  with 
providing  pay  for  all  personnel  except  civilian  em- 
ployees.   (See  Army  Regulations,  1913,  pars. 1315 
and  1316,  for  time  at  which  these  payments  shall  be 
made.    For  manner  of  making  payments  see  General 
Order  40,  1916.) 

48.  The  Quartermaster  Corps  may  a^lso  be  utilized 
as  a  source  for  obtaining  raw  material  for  conversion 
into  articles  of  ordnance  equipment,  as  for  instance, 
lumber  for  target  material,  manila  rope  in  bulk  for 
tie  ropes  and  picket  lines,  etc. 

C.  ENGINEERING  CORPS. 

49.  The  Engineering  Corps  will  probably  be  charged 
with  consturction  in  the  theater  of  operations  and  must 
therefore  be  consulted  in  reference  to  the  establish- 
ment of  advance  bases.    It  is  arso  cha^rged  with  the 
operation  of  m.ilitary  railways,  although  the  business 

of  the  Ordnance  Department  in  this  regard  will  ordinarily 
be  transacted  through  the  Quartermaster  Corps. 

D.  SIGNAL  CORPS. 

'50.   The  Signal  Corps  is  charged  with  providing 
the  necessary  telephone,  telegraph,  radio,  etc. ,  com- 
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munication  for  the  use  of  other  staff  departments. 

■E.   MEDICAL  CORPS. 

51.  The  Medical  Corps  will  furnish  medical 
attendance  and  medical  supplies  for  the  personnel  of 
the  ordnance  depot,  whether  comr.issioned,  enlisted, 
or  civilian. 

F,   INSPECTOR  GF?iER/\L»S  DEPARTMENT. 

52.  Among  othvir  things  the  Inspector  General's 
Department  is  charged  f;ith  the  disposition  ox  un- 
serviceaole  ordnance  property,  and  every  effort  should 
be  made  to  keep  in  touch  v;ith  the  division  inspector 
in  order  to  insure,  from  a.n  ordnance  viewpoint,  the 
most  advanta:;eous  disposition  of  property  presc^nted 

to  him  for  condemnation.    If  practicaole,  he  should 
be  shown  the  facilities  for  repair  work  at  the  ordncince 
depot  in  order  th?.t  he  can  the  more  intellL^antly  de- 
cide whether  or  not  a,ny  given  article  can  be  repaired 
satisfactorily  at  the  basa*   He  ma^kes  his  report  on 
Form  1,  Inspector  Genar^.l's  Department  (inventory  and 
inspection  ble^nk),  on  vmich  he  indicates  proper  dis- 
position of  all  property  that  he  inspects.    (See  Army 
Regulations,  1913,  pars!  678  and  710-725-,  C.  A.  R., 
56  and  b7;  and  Article  LXVII.) 

G.   ADJUTANT  GENERAL'S  DEPARTMENT. 

53.  The  Adjutant  General's  Dep?.rtment  will 
furnish  the  depot  coffi.:.ander  with  the  instructions  of 
the  division  commander  in  reference  to  the  amount  of 
reserve  stock  required  to  be  carried  on  hand,  the 
allotment  for  transportation  of  ordnance  supplies,  the 
distribution  of  reserve  ammunition,  etc. 

54.  This  department  will  also  furnish  on  request 
data-  in  reference  to  strength,  station,  etc.,  of 
troops  in  the  division  in  order  that  ordnance  stores 
may  be  kept  on  hand  in  suff^icient  quanxity  and  may 

be  sent  to  them  cy  the  most  direct  routes.    Informant  ion 
in  resT)ect  to  expenditures  of  ammunition  creatirig 
unus-ual  demands  upon  the  ordnance  depot  will  also  oe 
furnished  by  this  department. 

55.  Application  for  temporary  personnel  as 
special  uuty  men,  cor.v-^.lescents  at  the  base  hospitals 
for  light  duty,  etc.,  t^nouid  also  be  made  to  the 
representative  of/  this  department. 
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6.   THE  ORGANIZATION  OF  THE  ORDNANCE  DEPOT - 
A*      Personnel. 

56.  The  personnel  of  an  ordnance  depot  has  been 
that  described  in  General  Orders,  No.  5,  1912  (Ordnance 
Office).    This  wr,s  intended  to  be  augmented  by 

"the  services  of  one  mechanic  from  each  Field  Artillery 
regimdnt  and  one  artificer  from  each  Infantry  and 
Cavalry  regiment"  (p.  4,  0,    0.  2,  0.  0,,  1912). 
Experience  /. ith  the  punitive  expedition  in  Mexico 
indicated  that  small  reliance  could  cc   placed  on 
assistance  from  this  source,  because  organizations 
needed  their  mechanics  and  saddlers  in  the  field 
more  than  at  any  othcir  timo  and  resisted  losing  their 
services  to  the  utmost.    Furthormore,  there  is  con- 
siderable doubt  whether  the  Ordnance  Departruent  should 
attempt  to  secure;  assistance  from  this  source.   By 
taking  repair  men  from  the  field  the  7/ork  they  would 
have  done  if  not  detailed  away  must  be  done  eventually 
at  the  depot,  with  resultant  delay  and  increased  ex- 
pense for  transportation. 

57,  Accordingly  the  Ordnance  Department  at 
present  endeavors  to  furnish  all  noc^ssary  personnel, 
comx2iissioned,  and  enlisted,  perma^nenTJly  assigned  to 
ordnance  depots.    In  emergency  it  i':ia3r  still  be 
necessary  to  have  recourse  to  the  earlier  method  of 
securing  a  portion  of  the  depot  personnel  by  detail 
from  the  line.    To  re^place  this  detailed  personnel, 
to  perform  the  increased  work  due  to  the  greater 
number  of  individuals  and  equipment  now  comprising  a 
division,  as  well  as  the  increased  work  due  to  the 
higher  percentage  of  replacements  now  estimated  as 
probable  from  experience  on  the  Mexican  border,  the 
personnel  to  be  assigned  to  ordnance  depots  has  been 
increased  greatly  over  that  indicated  in  Guneral  Orders, 
No,  3,  Ordnance  Office,  1912. 

Administration  of  Field  Ordnance  Depots. 

The  polic]'-  of  having  no  civilian  personi:el  at  the 
depot  obviates:- 

(a)  Difficulties  experienced  in  octaining 
subsistence,  shelter,  r.nd  clothing  for  civilii.ns  in 
the  field. 

(b)  Difficulties  in  ootaining  civili-^.n  per- 
sonnel for  duty  whore  livir.-,  conditions  are  f.ou  to 
their  liking. 

(c)  Difficulties  in  obtaining  satisfactory 
civilian  personnel  at  reasonable  re.tes  of  pay. 
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59.  The  depot  company,  as  at  prwac-,..t  outlined, 
consists  of  5  oiticars  and  100  cn^r.,    organ:.zad  and  with 
duties  as  shov/n  on  the  accoiiiiJan^rii.^  chart.    (Pdrsonnel 
of  a  Division  Ord,  Depot.)   This  orgsinization  v.^ill 
probably  be  the  one  adopted  for  tn^  depot  functioning 
under  normal  conditions;  but  changes  might  be  made  if 
thero  were  radical  increases  or  decreases  in  the  size 
of  the  division  which  the  dej^ot  supplied,  or  if  the 
depot  V7ere  assigned  to  the  supply  of  morfi  tns^n  one 
division. 

B.   DUTIFS  OF  THF  COi^WISSIOFFD  PFRSONNEL, 

(See  G.  0.  56,  96,  137  Y/.D.1917). 
Division  Ordnance  Ofiicer. 

60.  The  division  ordnance  officer,  though  not 
belonging  to  the  depot  personnel  proper,  is 
intimately  connected  with  the  depot  work,  and  x^is 
general  position  and  duties  should  be  well  under- 
stood by  the  depot  personnel. 

61.  These  duties  are  not  clearly  defined,  but 
they  are  exceedingly  important  a.nd  require  close 
study  and  a  wide  knowledge  of  ordnance  and  military 
affairs.    The  Div,  0.  0.  is  on  the  division  staff, 
with  the  rank  of  major;  and  his  duties  consist  thus, 
in  general,  in  common  with  other  staff  officers,  of 
representing  his  Commanding  General  in  all  matters 
relating  to  his  (the  staff  officer's)  depa,rtment. 

He  should  at  all  times  look  after  all  mp.tters  relat- 
ing to  the  Ordnance  Departm^ent  which  require  action 
by  the  Comimanding  General.    This  includes  the  pre- 
paration of  all  reports^  Icstters^  indorsements, 
approval  of  requisitions  (G.  0.  58,  1917),  etc., 
required  by  the  division  headquarters  in  connection 
with  ordnance  work.    For  this  purpose  he  has  the  use 
of  one  clerk;  and  additional  clericalv'^work  required 
will  be  done  by  the  Division  Headquarters*  clerical 
force. 

62.  The  Div.  0.  0.  will  be  prepared  at  all  times 
to  furnish  the  Commanding  General  with  a  complete 
report  as  to  the  condition  of  the  supply  of  Ordnance 
Stores  and  equipment  for  the  division^    This  mcXudes 
both  the  equipment  in  the  depot  and  in  the  hands  of 
troops,  and  is  especially  important  as  regards 
ammunition.    It  is  probably  that  reports  -will  oe  sub- 
mitted to  the  Div.  0.  0.  daily  as  to  the  state  of  the 
ammunition  supply  in  the  hands  of  all  organizations, 
depots,  and  advance  depots  pertaining  to  the  divi- 
sion.   In  regard  to  equipment  and  arms,  it  is  pro- 
bable that  each  organization  will  be  required  to  re- 
port at  frequent  intervals  any  discrepancies  in  the 
unit  equipment.    From  the  information  which  he  gets 
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from  the  organizations  and  the  depot,  the  Div.  0.  0. 
must  prepare  a  coneolidated  record  shewing  each  day 
the  exact  condition  of  the  animuni'cion  and  equipment 
supply. 

63.  The  Div.  0.  0.  must  malce  a  thorough  study 
of  the  maps  of  the  field  of  operation  of  his  div- 
and  must  be  prepared  to  indicate  the  location  of  his 
depot,  ammunition  dumps,  routes  for  supply,  and  the 
like,  but  must  in  addition  be  prepared  to  assign 
new  locations  as  the  position  of  the  fighting  line 
changes. 

64.  The  Div.  0.  0.  must  through  his  subordinates 
(see  further  on)  and  his  own  ooser vat ions  keep  con- 
stant watch  on  the  action  of  all  ordnance  equipment 
and  supplies.    He  must  investigate  every  report  of 
defective  material  as  soon  as  it  occurs  and  make  a 
complete  report  both  to  his  Comma.nding  General  and  to 
his  superior  Ordnance  Officer,  giving  the  cause  of 

the  trouble  and  his  recommendations  for  remedying  it. 

65.  He  must  be  prepared  at  all  times  to  enter- 
tain and  investigate  any  suggestions  made  by  the 
troops  as  to  improverxients  in  the  ordnance  equipment, 
or  as  to  new  equipment  which  might  be  of  value. 

66.  He  will  keep  in  close  touch  ?v'ith  the  ordnance 
depot  assigned  to  his  division,  and  is  p^ruonally 
responsible  that  the  work  in  the  depot  is  properly 
performed.    He  will  kp.ep   himself  advised  at  all  times 
of  the  plans  of  his  Commanding  General  and,  where 

any  operation  is  contemplated,  he  will  be  respontiible 
that  the  increased  supply  of  ammunition  and  equipment 
necessary  is  avaJlable  when  needed.    He  will  be  pre- 
pared to  give  technica.l  advice  to  officers  of  the 
artillery  and  other  branches,  when  requested.    H© 
will  be  rc;sponsible  that  the  methods  of  storing  supplies 
are  the  best  available  and  the  magazines,  ammunition 
dumps,  and  the  like  are  so  located  as  to  minimize 
the  danger  of  explosions.    He  v;ill  be  responsible 
that  proper  steps  are  taken  to  conceal  the  magazines  and 
dumps. 

ASSISTANTS  TO  THi?  DIVISION  ORDNANCE 
OFFICER. 

67.  There  should  be  two  captains  or  first 
lieutenants  as  assistants  to  the  division  ordnance 
officer.    One.  of  these  should  have  supervision  over 
the  supply  of  artillery  ammunition  and  equipment  of 
the  division;   the  other  should  have  charge  of  the 
supply  of  persona-l  equipment,  small  arms,  ammunition 

and  special  trench  warfare  material such  as  trench 

mortars,  hand  grenades,  etd. 
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68.  Thes3  assistants  should  perform  such  parts 
of  the  duti:js  outlined  as  pertaining  to  the  Div,  0.  0. 
as  he  may  direct.   In  addition  they  should  keep  in 
close  touch  with  the  Commanding  Officers  of  the 
regiments  and  sndoa/or  to  incroc.sc  the  effectiveness 
of  the  Ordnance  material  used  by  the  troops,  by 
reporting  desired  changes  in  the  amounts  required, 

or  new  types  of  equipment  needed.    They  should  also 
be  prepared  to  instruct  in  the  care  and  preservation, 
repair  and  proper  usage  of  Ordnance  equipment  in  the 
hands  of  troops.    They  should  be  especially  active 
in  seeing  that  the  regulations  in  regard  to  the  turn- 
ing in  of  captured  or  damaged  e.rms,  am?runition  or 
equipment  are  complied  W^ith  and  might,  if  necessary'-, 
be  provided  with  details  of  enlisted  men  to  assist 
in  the  collection  of  abandoned  equipment,  scrap,  etc. 

THE  DEPOT  COMMA  rrJER. 

69.  The  duties  of  the  depot  commander  are  so 
evident  that  little  need  be  said  about  them..   He 
should  keep  in  touch  with  the  division  ordnance  officer 
at  all  times  and  should  be  prepared  to  furnish  him 
with  information  on  short  notice  as  to  tne  condition 

of  supply  of  any  item.   He  should  sign  and  read  all 
correspondence  coming  to  or  leaving  the  depot.    He 
should  obtain  from  the  Div.  0.  0.  a  statement  showing 
the  amount  of  ammunition  to  be  kept  for  each  gun, 
machine  gun,  or  rifle  in  service.   He  should  keep 
himself  informed  through  the  Div.  0.  0.  of  the  plans 
of  the  Com-manding  General  and  should  be  prepared  at 
all  times  to  conform  to  them.    His  proper  post  is 
with  the  depot,  and  he  should  be  with  it  at  all  times. 
He  should  make  a  thorough  inspection  of  his  depot 
each  day  and  correct  any  defects  noted. 

70.  He  should  require  a  daily  report  as  to  the 
condition  of  supply  of  arms  and  ammunition  and  equip- 
ment on  hand  in  th^i   depot,  shorn' ing  the  actual  amount 
of  ammunition  and  its  location,  and  the  a-m.ount  of  all 
items  of  equipment  or  arms  where  the  supply  is  below 
the  minimum. 

71.  Besides  his  regular  duties  in  connection 
with  the  depot  work,  and  as  commanding  officer  of  the 
depot  ordnance  company,  the  Depot  Commander  may  often 
be  called  upon  to  act  on  boards  of  officers,  courts- 
martial,  etc.    These  duties  and  probable  illness 

may  cause  him  to  be  absent  or  away  from  duty  at  times; 
and  each  of  his  commissioned  assistants  should  there- 
fore be  well  acquainted  with  the  depot  work  as  a  whole, 
that  any  of  them  may  assume,  temporarily,  the  command 
of  the  depot.. 
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OFFICFR  IN  CH/^-RGE  CF   ACCOUNTS  DIVISION. 

72.  Tne  officer  in  ciiai^ge  of  the  accounts  div- 
ision is  responsible  for  the  ir-.a, in te nance  of  the  proper 
supply  of  each  article  in  the  depot.    He  should  act 
as  property  officer.    Ordinarily  this  officer  will  be 
the  senior  of  the  depot  commander  •&  assistants,  a,cting 
for  the  latter  in  his  aosence. 

OFFICER  IN  CH/iRGE  OF  STOREHOUSES. 

73.  The  officer  in  charge  of  storehouses  has 
charge  also  of  all  magazines,  air-Dunition  dumps,  and 
so  on  pertaining  to  the  depot.    He  is  directly 
responsible  for  the  proper  storehouse  layout,  proper 
physical  handling  of  stores,  and  the  instruction  and 
discipline  of  the  teams  working  m  issuing  a,nd  receiv- 
ing. 

74.  This  officer  is  acting  quartermaster,  and 
signs,  as  such,  all  bills  of  lading  and  shipping 
papers.   He  should  keep  in  close  touch  with  the 
Quartermaster  and  Engineer  Departments,  so  as  to 
expedite  transportation  of  his  shipments. 

OFFICER  IN  CHiJRGE  OF  SHOPS. 

75.  The  officer  in  charge  of  shops  will  have 
direct  supervision  of  the  making  of  repairs  to 
materiel.   He  should  become  well  acquainted  with 
the  nature  of  repairs  possible  and  to  be  desired  on 
different  kinds  of  equipment;  and  he  should  personally 
pass  upon  articles  brought  into  the  sorting  room, 
directing  the  general  disposition  of  the  saiTxe.   For 
this  pxirpose  he  may  call  in  the  non-commissioned 
officer  in  direct  cnarge  of  the  repairs  involved — 

the  master  saddler,  master  machinist,  etc. to  aid 

him  in  determining  the  exact  nature  of  the  repairs 
advisable.    In  the  absence  of  the  machine-gun  officer 
(see  next  paragraph)  he  will  have  direct  charge  of  the 
repair  work  on  machine-gun  materiel. 

OFFICER  IN  CHARGE  OF  i^^ACHINE  GW   AND 
INSPECTION  DIVISION. 

76.  The  machine  gun  officer,  under  contemplated 
plans,  may  be  taken  from  the  depot  and  put  directly 
under  the  Div.  0.  0.   Even  then  he  will  oe   required 
to  keep  in  touch  with  the  work  of  the  machine  gun 
section  of  the  depot  shops,  and  should  advise  the 
officer  in  charge  of  shops  as  to  the  methods  of  re- 
pair, etc. 
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77.  Kis  principal  duties  are,  however,  as  in- 
structor and  demonstrator  in  the  different  types  of 
guns-    He  should  establish  a  school  back  of  the  lines, 
and  in  addition  should  visj i  machine-gun  posts  in  the 
front  line.   Most  of  his  time  should  be  spent  here, 
not  at  the  depot. 

C.    OFFICE  PROCEDIIRF. 

78.  Whatever  personnel  may  be  assigned  to  the 
Ordnance  depot,  it  is  essential  that  it  be  organized 
simply  and  logically,  that  all  members  have  a  general 
understanding  of  normal  office  procedure,  as  well  as 
detailed  knowledge  of  their  own  duties.    The  normal 
procedure  required  by  regulations  in  time  of  peace 
will  doubtless  seem  somewhat  complex  and  to  a  certain 
extent  unnecessary.    However,  it  represents  the 
administrative  mechanism  found  necessary  to  safeguard 
the  interests  of  the  individuals,  staff  departments, 
and  the  Nation  itself  in  accounting  for  Government 
property.    In  time  of  peace  these  requirements  are 
paramount,  the  basic  idea  being  to  see  that  money 
appropriated  for  a  specific  purpose  is  spent  for 
that  purpose  and  no  other,  and  tha-t  Government 
property  is  used  without  avoidable  waste,  loss, or 
damage . 

79.  Incidentally,  this  seemingly  complex 
procedure  yields  results  of  real  military  value.   In 
the  first  place,  it  inculcates  an  attitude  of  thrift 
and  a  sense  of  responsibility  with  reference  to  pro- 
perty.   It  also  yields  valuable  information  for  war 
preparation  purposes  in  data  on  cost  of  maintena.nce, 
percentage  of  replacement.    In  the  normal  routine  of 
peace,  the  depot  commander  knows  exactly  of  v;hat  his 
stock  consists,  how  long  it  will  last,  and  how  long 

it  will  take  to  replenish  it.   Accurate  accounting  is 
also  of  value  in  the  field  in  time  of  war.    As  war 
already  exists  its  value  as  preparation  for  war  ceases 
and  its  value  as  a  preventative  of  unnecessary  waste 
or  loss  increases. 

7.   THE  OPFRATION  OF  THE  ORDNANCE  DEPOT-  "  * 

A»   Administrative  Division. 

1.  Military  Affairs. 

80.  As  is  indicated  on  diagram  of  organization 
of  the  Ordnance  Depot  the  administrative  division 
operates  under  the  direct  supervision  of  the  Command- 
ing Officer.    It  is  charged  with  the  preparation  and 
rendition. of  all  military  papers,  rolls,  returns  and 
general  com.pany  administration.    The  f:ollowing  re- 
ferences should  be  studied  in  detail  in  order  that  a 
proper  knowledge  of  company  administration  may  be 
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gained. 

(a)  Army  Regulations  1913  as  revised  to  April, 

1917,  Articles  XVI,  XVII,  XVIII,  XIX, 
XXI,  XXII,  XXV,  XXX,  XXXIIT,  XXXIX,  LIII, 
LV  and  LXIX.   Paragraphs  1209  to  1H38  and 
1315  to  1385, 

(b)  G.  0.  40,  W.  D.,  1916. 

(c)  Q.  M.  C.  Manual,  paragraphs  1553,  1565 

and  2227. 

(d)  Manual  of  Courts  Martial.   Read  for 

Articles  of  War,  and  for  method  of  pre- 
paring charges. 

(e)  Extracts  frorr.  G.  0.  »s  and  Bulletins,  W.  D., 

September,  1917,  relating  to  Regimental 
and  Company  Admmistration- 

Before  filling  out  any  of  the  papers  listed  below, 
or  for  that  matter  before  filling  out  any  blank  form, 
read  carefully  the  instructions  thereon  and  also  all 
Army  Regulation  para.graphs  and  orders  referred  to, 
Compliance  with  these  will  mitigate  the  delay  and 
trouble  resulting  from  careless  paper  work. 

No.  3,  A.  G.  0 Notification  of 

Discharge. 
(See  A.  R.  155,  M.  Q.  M.  C.  1384.) 

81.    Filled  out,  in  pen,  by  the  officer  who 
prepares  the  final  statement  (see  below,  W.  D.  370), 
only  where  an  enlisted  man  is  discharged  at  a  place 
at  which  there  is  no  available  officer  provided  with 
funds  to  make  payment.    Form  shows  when  soldier 
was*  last  paid  and  his  credits  and  debits  in  words 
and  figures.    It  is  signed  both  by  the  company  com- 
mander and  by  the  soldier  and  forwarded  at  least  one 
week  before  the  discha^rge  takes  effeat  to  the  Q.  M. 
who  is  to  pa-y. 

The  officer  issuing  the  final  statement  informs 
the  discharged  soldier  of  the  location  of  the  paying 
Q.  M. 

No.  17,  A.G.O Certificate  of  Disability 

for  Discharge. 
(See  A.  R.  139,  159-161.) 

82-    Made  out  by  the  C.  0.  on  basis  of  informa- 
tion furnished  by  surgeon  and  sent  to  hospital  where 
soldier  is  sick.   The  form  describes  the  soldier  and 
states  the  nature  and  cause  of  his  disability. 
C.  0.  also  certifies  whether  or  not  disability  was 
incurred  in  line  of  duty  and  the  extent  or  degree  of 
disability.    Surgeon  fills  out  and  signs  surgeon's 
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certificate  and  forwards  pa,per  to  Coinirandirxg  General 
of  Division  along  with  a  inedicc,|  history  of  the  case. 
Certificate  is  then  ret7.irned  (through  same  channels 
as  forwarded)  to  the  depot  after  being  acted  on  and 
indorsed  by  the  CcniiiB.nding  General,    If  discharge  is 
a-uthorized,  C,  0,  signs  the  soldier's  discharge 
certificate  and  last  endorsement  on  form  17,  sees 
that  soldier  is  furnished  with  final  statements,  in 
diiplicate,  and  forwards  certificate  direct  to 
A,  G.  A»  (xid.jatant-General  of  the  Amiy), 

The  certificate  is  never  given  to  the  soldier. 
It  is  never  im,de  out  in  d-uplicate. 

No.  ^6,  A,G^O.— Field  Return. 
(See  A.H.  812,818) 

83.  vThenever  the  organization  leaves  a  station 
establishes  a  new  post  or  temporary  cairp,  sails  from 
a  port  of  embarkation  or  arfives  at  a  port  of 
destination,  this  retiim  is  filled  oait  in  triplicate; 
one  copy  goes  to  the  inimediate  siiperior  of  the 
officer  comranding  the  organization,  one  goes  direct 
to  the  A,  G.  A,;  the  third  is  retained* 

In  the  field  this  blarik  will  perhaps  be  iised  for 
any  return  of  the  organization  required  by  higher 
authority. 

Ho.  29,  A.G.O. — Service  Record. 
(See  A,  R,  104,  281,  as  changed  oy   C»  A.  R.  56; 
A.  R.  1451;  par.  II,  G.O,  206,  1905,.  and 
G.  0.  63,  17.  D.,  1916.) 

84.  Prescribed  by  Bulletin  Ko,  24,  XL   D. ,  1917, 
in  place  of  0,  and  A,   Card  and  Descriptive  List, 

A  service  record  is  irade  out  for  each  soldier, 
when  he  enlists  or  re-enlists,  by  the  recruiting 
officer,  'i^en  the  soldier  is  first  assigned  to  an 
organization,  the  report  of  assignment  is  filled  out, 
detached  from  record  and  mailed  to  A.  G,  A.    In 
this  service  record  are  kept  a  complete  history  of 
the  Soldier's  service  and  his  accounts  with  the  Gov- 
ernment. Entries  are  Trade  as  needed  to  keep  record 
up  to  date.   The  record  follows  the  soldier  by 
indorsement  wherever  he  goes  and  when  his  service  is 
ended  the  record  is  closed  and  filed  with  the  records 
of  the  organization  to  v/hich  the  soldier  last  belonged. 

The  record  is  a  great  help  in  ma,king  out  pay  rolls, 
muster  rolls,  etc.   Although  not  required  by  regula- 
tions, it  is  best  to  keep  a  true  copy  of  every  man's 
service  record. 
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No.  30,  A.  G.  0,— Condition  of  Organization. 
(See  A.  R.  311,  313,  Sl3,  814,  and  A. W. 57,) 

85.  This  form  is  prepared  in  duplicate,  on 
the  first  day  of  each  month.    The  original  is  sent 
to  the  A-  G-  A.   Duplicate  retained- 

The  fcrm  shows  the  condition  of  the  organisation 
at  midnight  on  the  last  day  of  the  pr 3 ceding  month. 
The  status  of  commissioned  perso^anel  is  given  by 
number  a,nd  name,  while  that  of  enlisted  personnel 
is  given  by  number  only,    Alt erneit ions  cinco  the 
last  monthly  return  are  given  in  figures,  while  a 
"record  of  events"  presents  in  brief  notes  the 
services  perfor^ned  by  the  company  during  the  month. 
Separate  returns  are  made  out  for  men  in  the  regular 
establishment,  for  those  in  the  National  Arn^r  and 
for  those  in  the  Reserve.    Thus  the  depot  might 
transmit  three  separate  retiirns  on  Form  30.,  A.  G.  0., 
each  month. 

In  case  of  a  line  company,  the  return  is  suo- 
mitted  to  regimental  headquarters  v;here  it  is  con- 
solidated vjith  the  returns  of  the  other  companies 
into  a  regimental  return.   This  retiorn  is  then  for- 
warded to  the  A.  G.  A. 

No.  34,  A.  G.  0.  — Inventory  of  Effects. 
(See  A.  R.  84,  162-^167,  1307.) 

86.  This  form  is  made  out  by  the  company  com- 
mander, in  c?.so  of  the  death  of  any  soldier.    It  is 
prepared  in  triplicate,  t^-c  copies  being  for"^i7arded, 
with  the  final  statement  to  the  A.  G.  A.   The  third 
copy  is  retained  in  company  records. 

The  form  is  prepc.red  so  that  proper  disposition 
can  be  made  of  the  deceased  soldier's  eficcts. 

The  sa.me  blank  miay  be  used  to  inventory  the 
effects  of  a  deceased  officer. 

No.  61,  A-  G.  0 i^/Iuster  Roll  (No.  21,  A«  G.  0., 

for  Detachments;  No.  61--a,  A.  G.  0. — Extra 
Sheet). 

(Sec  A.  R..  132.  134.  148,  152,  807^810,  1448, 
1472,  1572, 

Corjpilaticn  of  General  Orders,  pars.  51,  54, 
90,  180,  194,  273,  303.  '■-G.  0.  63.  W.  D.,  1916. 
A-  ?■-  12,  13,    Se-e  also  below,  7orm  489, 
A.  G.  Uc -'—Model  H.^marko  for  Muster  Roll.) 

87.  The  Muster  Roll  is  prepared  in  duplicate  on. 
tne  last  day  of  February,  April,  June,  August,  October, 
and  Decemoer  from  data  on  tne  service  recordo,  morning 
reports,  sick  reports  a.nd  muster  roll  cards.    Tnis 
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roll  is  the  official  military  record  of  the  soldier 
to  which  reference  is  made  In  the  investigation  and 
settlement  of  claims  or  questions  affecting  the 
officers  and  enlisted  m.en  whose  names  are  borne 
thereon,  for  the  period  covered  by  the  roll.    Both 
rolls  are  signed  by  the  C.  0.  and  are  then  sent  to 
the  m.ustering  officer  who  completes  and  signs  the 
certificate  at  the  end  of  the  rolls.    Within  three 
days  after  the  muster  he  forwards  one  copy  to  the 
A.  G*  A.  vvhile  the  Other  is  returned  to  the  organiza- 
tion and  filed  with  the  permanent  records. 

On  the  month  when  muster  rolls  are  not  prepared 
the  organization  is  mustered  on  the  pay  roil. 

No.  66,  A.  Or,    0. — Furlough. 
(See  A,  R,  106-113,  1233,  1236,  1237,  1238— 
Comp.  General  Orders  36.) 

88,   Form  is  prepared  by  com.pany  clerk  and 
after  being  signed  by  soldier  and  C.  0.  it  is  for- 
warded* along  with  a  memorandum  slip  to  the  head- 
quarters of  the  Division  Com.mander,  i.  e.,  next 
highest  administrative  authority.    If  organization 
is  serving  at  a  post  the  furlough  goes  to  the  Post 
Comiiiander;  if  with  a  regim.ent  to  the  Regimental 
Commander . 

The  memorandum  slip  contains  data  as  to 

Purpose  of  furlough. 

Number  of  previous  furloughs. 

Strength  of  company. 

Number  of  men  allov/ed  on   furlough. 

Number  of  men  on  furlough. 

Enlistment  period  of  soldier  and  date  of  current 
enlistment. 

Whether  or  not  soldier  can  defray  traveling 
expenses  both  v;ay8, 

If  the  furlough  is  approved,  it  is  signed  at  the 
bottom  of  the  first  page  and  is  returned  to  the  com- 
pany and  given  to  soldier.   When  soldier  returns 
company  clerk  makes  entries  required  on  third  page 
and  takes  furlough  to  a  Q.  M. ,  who  will  pay  him 
"Commutation  of  Rations"  for  the  furlough  period. 
The  furlough  serves  as  a  sub-voucher  to  the  Q.  M, 's 
abstract  of  disbursem.ents. 

Entries  should  be  made  from  the  furlough  to 
the  morning  report  and  to  page  4  of  the  service  record. 

No.  95,  A.  G.  0. —  Descriptive  List  of 
Deserter. 
(See  A.  R.  118,  119,  as  changed  by  C.  A.  R. 

58.) 


-25- 


89.  As  many  copies  of  these  c?„rds  as  are 
necessary  are  prepared  oy  tlie  C,  0-  for  distribution 
to  ne^rshalSj  sheriffs,  police  officeis,  and  others. 
One  of  these  is  for\«/a.rdod  alrectly  to  A.  G.  A.  with 
the  prescribed  report  of  aesertion. 

In  practice,  these  ca^rds  aie  prepared  by  the  com- 
pany commander  and  sent  to  the  next  highest  adminis- 
trative authority  for  signature  and  disoribution. 

No,  149,  A,  G.  0. — Casualty  Return. 
(See  A.  R.  818.) 

90.  Immediately  after  an  engagement  where 
Ccisualties  have  occurred,  the  C.  0,  will  prepare 

this  return  in  triplicate  accounting  for  all  casualties 
by  names  and  figures.    One  copy  is  forv/arded  to 
the  immediate  superior  commander,  one  copy  is  mailed 
direct  to  a.  G.  A.,  one  copy  is  retained. 

No.  332,  A.  G.  0. — Morning  Report. 
(See  A.  R.  pars.  280,  281,  370;  M.Q..M.C.  2289— 
Model  on  front  inside  cover  of  Form. ) 

91.  The  morning  report  is  a  running  record  of 
the  events  of  the  cjompany  comipiled  from  information 
obtained  at  morning  ro3J--call.    It  shows  at  the  hour 
it  is  submitted  the  exact  condition  of  the  company  as 
to  the  number  of  officers  and  enlisted  men  in  the 
various  grades  present  for  duty,  on  extra  and  special 
dut^r,  sick,  in  arrest  or  confinement  and  absent  from 
the  command.    It  also  shoi?:3  the  number  of  animals  on 
hand.   All  changes  since  last  report  (da.y  before) 
are  noted  by  name  in  remarks  column  on  right-hand 
page,  and  by  number  on  left-hand  page.   If  there  is 
no  change  since  last  report,  the  notation  "no  change" 
is  written  in  on  both  the  left  and  right-hand  phages. 

The  report  also  includes  a  ration  account  in 
which  is  kept  by  numbers  the  rations  to  be  added  or 
deducted  on  the  next  ration  return  suomitted  by  the 
company.    These  are  based  upon  the  changes  in  numbers 
as  shown  in  the  remarks  column. 

A  record  of  general  events  in  the  last  pages  of 
the  report  is  the  comp?.ny  history  for  the  month.    The 
report  is  turned  in  daily,  a,t  a  time  specified  in 
orders,  for  examination  and  signature  of  comma,nding 
officer.    The  form  provides  for  51  de.ys'  record  and 
is  filed  at  the  end  of  the  month  with  the  permanent 
records  of  the  compa-ny.   Here  it  is  kept  five  years 
and  then  destroyed. 

Onl3''  one   morning  report  is  required  to  be  kept, 
but  it  is  advisable  to  retain  a  copy. 
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358,    A.    a.    0. — (Kinrd  Report. 

.    211,    and  Mfe-micil,    Interior   Guard  Duty^) 


No. 
(See  A.  R. 

92.  This  report  gives  the  names  of  the  members  of 
the  guard  and  prisoners  ana  records  e.ny  unusual 
occurrence  with  7/hi,ch  the  guard  is  concerned. 

The  report  provides  for  a  month  *s  record,  tout  is 
submitted  daily  to  the  comma^nding  officer,  by  the 
officer  of  the  dctv- 

Full  instructions  for  the  prepc-jation  of  the 
report  are  contained  on  the  first  two  or  three  pages 
of  the  form. 

No.  339,  A.  G.  0.— D:.ily  Sick  Report. 
(See  A.  R.  280,  381,  1471,  1472.) 

93.  On  this  report  are  entered  the  names  of  a.11 
enlisted  men  requiring  medical  attention  and  such  of 
company  officers  as  are  relieved  from  duty  because  of 
illness.    The  date  the  soldier  was  taken  sick  and 
whether  or  not  illness  wrq   contracted  in  line  of 
duty  is  entered  on  the  company  ofiicer*s  section  of 
the  report.    The  report  is  then  signed  by  the  com- 
pany officer  and  sent  over  to  the  hospital  e.t   sick 
call.    The  medical  officer  then  fills  out  his  section 
of  the  report,  noting  the  disposition  of  the  case 
(hospital,  quarters,  duty,  etc.),  and  verifying  the 
line  of  duty  report  of  the  company  officer. 

As  long,  as  the  ma,n  is  in  the  hospital  his  name 
is  carried  on  tiie  daily  sick  report. 

The  sick  report  is  preserved  in  the  organization 
records  five  years,  after  which  time  it  may  be 
destro^red. 

No,  342,  A.  G,  0.— Duty  Roster. 
(See  A.  R.  282,  355^.364,   See  model  and  instruct- 
ions on  inside  of  f.orm.,  "Deta^ils  and  Rosters"  — 
Manual  of  Interior  Guard  Duty.) 

94.  This  roster  records  all  details  for  guard 
duty,  kitchen  police  and  other  service  details  except 
authorized  special  and  extra  duty  details. 

One  roster  is  kept  for  the  enlisted  men  in  the 
company  and  if  needed  another  roster  may  be  maintained 
for  the  depot  officers. 

No.  380,  A.  G,  0, — Designation  of  Beneficiary. 
(See  A.  R.  1385. ) 

95.  This  form  is  filled  out  in  the  aase  of  aai 
enlisted  man,  at  the  time  ef ..  his  enlistment;  in  the 
case  of  an  officer  upon  appointment.  It  is  mailed 
at  cnce  to  A.  G.  A. 
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No.  583,  A.  G.  C.-'-ReqiUlsition  for  Blank 
F  or  ms  an  d  Boo  x  3 , 
(See  A.  R.  I<i53,  1551,  1571;  Cir.  34,  W.  D., 
1908;  Compilation  of  General  0rd:-5rsy 
par.  188;  G.  0.,  6  ?;.  D.,  1914.) 

96.  This  form  is  used  to  requisition  for  blank 
forms  and  "books  f-urnished  by  the  Adjutant-GenercJ 's 
Bept,    The  requisition  is  made  out  in  duplicate, 
one  copy  being  mailed  to  the  Adjuta^nt-General  oi  the 
Division,  the  other  copy  being  retained  in  the  depot 
files. 

No.  415,  A.  G.  0. — Report  of  Death  and  Disposal 

of  RemaanSo 
(See  A.  R.  45,  83,  87,  162,  162^,  167;   Gw  0. 
67,  W.  D.,  1910. ) 

97.  Forwarded  to  the  A.  G.  A.,  by  the  C.  0,,  on 
death  of  soldier. 

No.  429,  A.  G.  0. -'-Efficiency  Report. 
(See  A.  R.  339-833;  Compilation  of  Gentjral 
Orders,  Art.  XXIII. ^ 

98.  Used  as  a  report  on  the  V70rk  of  the  officers 
of  the  depot.    Transmitted  by  C.  0.  on  December  31st 

of  each  year  to  A.  G.  A.  through  interir;ediate  commanders. 

These  reports  have  been  suspended  during  thb  war 
period. 

No.  489,  A,  G.  0. — Model  Remarks  for  Muster 

Rolls. 

99.  This  is  a  form  furnisned  by  A.  G,  A.  to 
serve  as  a  guide  in  the  preparation  of  the  muster 
rolls. 

No.  525,  A.  G.  0. — Honorable  Discharge. 
(See  A.  R.  135,  139-^159,  1376,  1381,  1572; 
par.  4.  Cir.  5,  IVOZ     as  ammynded  by  par.  !• 
Cir.  41,  1910,  A.  G.  0;  Compilation  of 

General  Orders,  pars,  44,  49,  51;  par.  IV, 
G.  0,  63,  1915.) 

100.  When  soldier  is  to  be  discharged,  C.  0. 
causes  discharge  certificate  and  final  statements  to 
be  prcipared,  propter ly  signed,  and  given  to  soldier. 

The  discharge  certificate  must  not  be  prepe.red 
on  the  t^rpev/riter,  nor  must  it  be  made  in  duplicate. 

This  form  is  used  when  soldier's  service  has 
Deen  honest  and  faithful  and  he  is  entitled  to  re- 
enlistment  in  Service. 
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No.  526,  A.  Q.   O. — Discharge. 

101.   For  references  and  instructions  as  to  pre- 
paration, see  under  No.  5ii5,  A.  G.  0.    This  form, 
on  green  paper,  is  given  when  soldier  is  dis- 
charged under  conditions  which  do  not  warrant  his  re- 
enlistment  in  service. 

No.  527,  A.  G.  0. — Dishonorable  Discharge. 

102.  For  references  and  instructions  as  to  pre- 
paration, see  under  No.  525,  A.  G.  0, 

This  form,  on  yellow  paper,  is  used  when  soldier 
is  dishonorably  discharged  by  sentence  of  court- 
martial  or  military'-  commission. 

No.  594,  A.  G.  0. — Charge  Sheet. 
(See  A.  R.  120,  124,  126,  922-943;  M.C.M, 
61-76,  79,  306,  Appendix  3.) 

103.  When  an  officer  finds  a  soldier  has  com- 
mitted an  offense  for  which  he  is  liable  to  trial 
by  court-martial,  he  v/ill  prefer  charges  against 
the  soldier  on  the  charge  sheet.    These  charges 
correspond,  in  civil  practice,  to  an  indictment  be- 
fore a  criminal  court.    In  preferring  charges, 
officers  should  be  careful  to  word  them  so  as  to 
fully  describe  the  offense.    The  forms  for  specifica- 
tions included  in  the  manua.l  for  courts -martial  should 
be  adhered  to  at  all  times. 

The  charge  sheet  will  be  prepared  in  triplicate 
and  forwarded  to  the  officer  having  the  power  of 
appointing  court. 

Full  instructions  as  to  preparation  and  dis- 
position of  the  papers  are  given  on  form  itself. 

Form  No.  599,  A.  G.  0. — Property  Return. 
{599-a  A.  G.  0.  is  front  cover,  59S-b  A.  G.  0. 
is  back  cover;  see  A.  R.  678,  681A-N,  1511, 
1549;  0.  P.  R.  205.) 

104.  This  is  the  return  on  which  the  C.  0.  of   » 
the  depot  v^ill  account  for  the  Ordnance  Property 

in  the  hands  of  the  enlisted  personnel  of  the  de- 
pot.   This  will  be  kept  in  duplicate,  the  orig- 
inal being  sent  to  the  Chief  of  Ordnance  at  the  end 
of  the  semiannual  accounting  period. 

Form  No.  602,  A.  G.  0. — Statement  of 
Charges, 
(See  A.  R.  686;  also  C.  A.  R.  56;  G.  0.  58, 
W.  D.,  1917.) 
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105.  This  form  takes  tha  place  of  0.  D.  94, 
and  Q..  M.  C.  208.    Wbea  unlisted  mymfcers  of  the  d0- 
pot  personnel  lose,  da.ffiage  or  destroy  any  of  their 
personal  equipment,  they  must  be  charged  for  the 
same  on  the  pay  rolls  of  the  company;  but  never 
without  a  survey  if  the  man  demands  it. 

The  C.  0.  will  monthly  make  out  this  form  in 
duplicate,  consolidating  all  the  chc.rges  against 
enlisted  men  deducted  on  the  pay  roll.    Both 
copies  will  then  be  turned  over  to  the  supply 
officer  who  either  replaces  the  property  enumerated, 
on  the  statement  or  issues  a  credit  slip  for  the 
same. 

Form  No.  604,  A.  G.  0. — Requisition  for 
Articles  for  Maintenance  of  Equipment  "C"# 
(See  A.  R.  681  A-N  (C.  A.  R.  56).) 

106.  This  form  will  be  used  in  requisitioning 
for  certain  expendable  articles  of  Ordnance  Signal, 
Quartermaster  and  Engineering  Property.  It  should 
be  submitted  in  duplicate  to  the  supply  officer  (a 
third  copy  being  retained  in  company  records)  in 
accordance  with  prescribed  allowances,  whenever  the 
expendable  articles  are  required. 

A  separate  requisition  must  be  submitted  for 
property  of  each  bureau. 

Form  601,  A.  G.  0.,  will  be  used  in  requisition- 
ing for  ammunition  to  be  expended  by  depot  company 
in  target  practice,  etc. 

0.  D.  Form  No.  152 — $ransfet  of  Ordnance 
Property. 
(See  A.  R.  1535,  as  changed  by  C.  A.  R. 
56.) 

107.  Made  out  in  quadruplicate  when  ordnance 
property  is  transferred  with  any  single  member  of 
the  depot  enlisted  personnel.    Instructions  and 
disposition  given  in  reference  to  Army  Regulations.  . 

0,  D.  Form  No.  152-D — Transfer  of  Ordnance 
Property. 
(See  A.  R.  1535  as- changed  by  C.  A.  R.  56,) 

108.  Made  out  in  quadruplicate  when  ordnance 
property  is  transferred  with  a  detachment  composed  of 
enlisted  men  of  the  depot  personnel,  under  the  com- 
mand of  an  officer  or  non-commissioned  office:^- 

Full  instructions  given  in  Army  Regulations  re~ 
ference  noted  above. 
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0.  B.  Form  No.  153 — Receipt  Roll. 
(See  A,  R.  1535,  as  clianged  fcy  C.  A.  R.  56; 
used  in  conjunction  with  0.  D.  Form  152D«) 

109.  Full  instruqtions  for  use  given  in  Army  Re- 
gulations paragraph  referred  to. 

0.  D.  Form  No.  2573 — Return  of  Enlisted  Men. 

110.  This  is  prepared  in  duplicate  by  ever^f 
officer  in  charge  of  a  detac'riLaent  of  enlisted  men  of 
the  Ordnance  Depc.    One  copy  is  sent  in  on  the  first 
day  of  each  month  to  the  Chief  of  Ordnance.    The 
other  is  retained  in  organization  records. 

W.  D.  Form  No,  336 — Officers*  Pay 
Voucher. 
(See  M.  Q.  U.    C,  Appendix  1;  A,  R.  1256- 

1271.) 

111.  This  public  voucher  is  made  out  by  the 
officer  and  forv;arded  monthly  to  paying  Q.  M.    It 
is  used  by  officers  on  the  active  list  and  by  re- 
tired officers  when  detailed  on  aci;ive  duty. 

Provision  is  made  on  the  form  for  deduction  of 
income  tax. 

The  officer  need  sign  the  receipt  only  when 
payment  is  to  be  made  "by  cash, 

W,  D.  Form  337 — Public  Voucher—Mileage 
to  Officers. 
(See  M.  Q.  M.  G. .  Appendix  1;  A.  R. 
1279-1293.) 

112.  This  is  the  voucher  on  which  mileage  due 
individual  uOff icers  for  travel  performed  under  com- 
petent orders  is  paid. 

See  also  below  Q.  M.  C.  Form  No.  13-a. 

1.  D.  Form  No.  366— Pay  Roll  of  Enlisted 
Men — (l.  D.  366-a  is  Follow  Sheet.) 
(See  A.  R.  807-810,  1318-1521,  1326,  1329,  1332-^ 
1337;  G.  0.  21,  il,  D.  ,  1916;  G.  0.  40,  W.  D.  , 
1916;  Index  M.  Q.  M.  C;  Compilation  G.  0.  115, 
192,  194,  305,  321.) 

113.  This  roll  is  used  for  the  pay  of  enlisted 
men  only.    It  provides  for  entries.,  including  the 
name  and  rank  of  each  soldier,  arm  of  the  service, 
enlistment  period,  amount  of  pay  and  all  stoppages 
against  pay,  with  explanation  of  reasons  for  making 
the  stoppages.    The  remarks  column  includes  only 
those  items  which  affect  the  pay  of  the  man. 
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The  pay  roll  is  made  out  in  triplicate  at  the 
end  of  every  month.    Two  coi;ies  (one  of  them  being 
signed  by  every  man  to  be  paid,  if  payment  is  to  be  in 
cash)  are  forwarded  to  the  Q.  M.  who  is  to  pay. 
The  third  copy,  after  being  duly  extended,  is  retain- 
ed with  company  records. 

Full  instructions  as  to  preparation  of  the  pay 
roll  are  given  in  Gf.  0,  40,  W.  D. ,  1916,  which  is  in- 
cluded in  M,  0.  M.  C. 

W.  B.  Form  No.  370 — Final  Statement. 
(See  A.  R.  135,  140-143,  150,  152,  155,  341,  345,  " 
646,  1163,  1S35,  1362-1369,  1375-1381;  Compila- 
-.  ::  tion  of  General  Orders  193;  G.  0.  5,  W.  D.,  1916; 
G.  0.  11,  W.  D.,  1916;  par.  4,  Cir .  5,  1909,  as 
amended  by  par.  1,  Cir.  ^1,  1910,  A.  G.  0.) 

114.  The  final  statement  is  ma,de  out  when  a 
soldier  is  sepa.rated  from  the  service.    The  purpose  of 
the  form  is  to  facilitate  the  settlement  of  the 
soldier's  accounts  witn  the  Government.    Tne  settle- 
ment is  brought  about  when  the  soldier  turns  the  state- 
ments over  to  the  Q.  M. 

The  final  statement  is  turned  over  to  the  soldier 
by  his  C.  0.  in  duplicate,  unless  he  has  forfeited  a,ll 
pay  a.nd  allO¥ifa,nces  and...has  no  deposits  due  him*    In 
this  case,  no  final  statements  are  furnished  him. 
Another  exception  is  where  service  is  terminated  by 
soldier's  death.   When  this  occurs  only  one  copy  of 
the  final  statement  is  made  out  and  this  copy  is  for- 
warded to  A.  G.  A.  with  two  copies  of  the  inventory 
of  effects.    (See  above,  under  A.  G.  0,  34.) 

The  final  sta^tement  must  never  be  made  out  on 
typewriter. 

Q.  M,  C.  Form  No.  8-a — Soldiers'  Deposits. 
(See  A.  R.  1355,  1361-1369,  1380;  H.  0.  M.  C. 
1310,  1511,  1318,  1323,  1809.)' 

115.  This  is  a  form  letter  of  report  to  the 

Q.,  M.  0,  of- the  Army  containing  names,  reaik,  organiza- 
tion and  amount  of  deposits  made  with  a  single  Q.  M. 
on  a  given  date.   This  is  made  out  in  duplicate  and  is 
signed  by  the  C,  0.   One  copy  is  mailed  direct  to  the 
Q.  M.  G.  of  the  Army  the  day  the  deposits  are  made. 
The  other  copy  is  retained  in  organization  records. 

Q,  M.  C.  Form  No.  13-a — Mileage  Statement. 
(See  A.  R.  1279-1298;  M.  Q,  M.  C 
Index.)" 

116.  This  form  is  made  out,  in  duplicate,  by 
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officer  traveling  on  a  mileage  status.    It  lists  ia 
detail  points  of  travel,  distances,  etc,  and  is  used 
when  the  number  of  trips  and  the  data  required  are  too 
many  to  enter  on  mileage  voucher,  W.  D.  Form  337'. 
Both  copies  are  turned  over  to  the  0.  M.  who  is  to 
reimburse  the  officer. 

Q.  M.  C,  Form  38 — Allotment  of  Pay. 
(See  A.  R.  1347-1360;  M,  Q.  M.  C.  1057-1083.) 

117.  This  form  is  made  out,  in  duplicate,  when 

a  soldier  desires  to  allot  his  pay  or  a  portion  there- 
of to  another  person.    Both  copies  are  signed  by  the 
soldier  and  certified  to  by  the  comj^any  commander. 
The  original  is  forwarded  direct  to  the  Q.  M.  G.  cf 
the  Army,  vi/hile  the  duplicate  is  retained  in  the 
allotment  clank  book  as  a  permanent  record. 

A  notation  of  the  allotment  is  entered  on  the 
monthly  pay  roll  as  a,  charge  against  the  allotter. 

Q-  M,  C.  Form*  39 — Discontinuance  (Soldier's 
Allotment) , 

(See  A.  R.  1347-1360;  M.  Q.  M.  C  " 
1057-1083.) 

118.  This  is  made  out  in  duplicate,  when 
soldier  desires  tc  discontinue  his  allotment  before 
the  expiration  of  the  period  for  which  it  was  made. 
Both  copies  axe  signed  by  the  allotter  and  certified 
to  by  the  C.  0,   One  copv  is  sert  to  the  Q.  M.  G.  of 
f^G   Army,  the  other  is  retained  in  depot  records. 

A  notaticn  of  the  discontinuance  of  the  allot- 
ment is  made  on  the  pay  roll. 

Q.  M.  C.  Form  41 — Soldier !s  Deposit  Book. 
(See  A.  R.  1335,  1361-1369,  1380;  M.  Q.  M.  C.  1310, 
1311,  1318,  1333,  1809.) 

119.  When  a  soldier  makes  his  first  deposit  for 
credit  in  the  "deposit  fund"  the  qua^rter master  gives 
him  ihis  book  of  blank  receipts.    The  book  is  usually 
kept  among  the  company  records.   When  the  soldier  de- 
sires tn  deposit  funds,  he  notifies  the  company  clerk 
and  a  deposit  receipt  is  filled  out  in  the  soldier's 
book.    The  receipt  is  signed  by  the  Q.  M,  when  de- 
posit is  made  and  is  attested  to  by  the  C.  0.  in  the 
lower  left-hand  corner.    A  notation  cf  the  deposit  is 
also  made  en  page  8  of  the  soldier's  service  record. 

0.  M.  C.  Form  42 — Certificate  for  Com- 
mutation of  Rations  Claim. 
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(See  A.  R.  1111,  1212,  1323,  1224,  1226,  1228, 
1229,  1231x1258,  3443;  M.  Q.  M.  C.  1953.) 

120.  This  certificate  is  filleci  out  and.  turned 
in  to  0.  M.  in  all  oases  of  claims  by  an  enlisted  man 
for  communtation  of  rations  allovvance,  unless  he  is 
on  travel  orders  or  on  furlough.    The  certificate 
must  be  signed  by  a  commissioned  officer  when  practica- 
ble. 

Q.  M.  C.  160--Requisition  (l60-a  is  the. 
extra  sheet. ) 
(See  M.  0.  M.  C  2227;  Cir.  18, 
Q.  M.,  G.  0.  1916.) 

121.  This  is  a  general  requisition  form  and 
is  used  in  obtaining  all  supplies  and  services 
furnished  by  the  Q.  M.  C.  except  those  for  which 
special  forms  are  provided.   For  special  blanks  see 
Forms  601  and  604,  A.  G.  0.,  e.nd  Q.  M.  C.  Forms 
Nos.  165,  163,  167,  176,  204,  211-a,  213. 

0.  M.  C.  164 — Directions  for  Measuring 
for  Clothing  of  Special  Sizes. 
KSee  A.  R.  1155.) 

122.  This  is  a  form  for  measurement  to  be  used 
only  when  an  enlisted  man  cannot  be  properly  fitted 
with  the  regular  sizes.   The  C.  0.  must  certify, 

on  the  form,  that  such  is  the  case. 

Q.  M.  C.  Form  165-b — Statement  of  Clothing 
Charged  to  Enlisted  Men. 
(See  A.  R.  116,  686,  687,  1157-1168|  and  G.  0. 
97,  1917.) 

123.  This  form  has  been  used  for  listing  names 
of  enlisted  men  to  v/hom  clothing  has  been  issued  on 
requisition  and  amounts  charged  each.    Since  cloth- 
ing is  no  longer  issued  on  a  money  basis,  its  use 
will  no  doubt  be  discontinued. 

0.  M.  C.166 — Requisition  for  Tableware 
and  Kitchen  Utensils, 
(See  A.  R.  301,  1177,  1178;  M.  Q.  M.  C.  2235, 
2654,  2706,  2843.   See  also  G.  O's 
giving  allowances.) 

124.  Made  out  in  duplicate  at  time  supplies  are 
required.    Normally  requisitions  of  this  kind  are  sub- 
m.itted  quarterely.    One  Copy  goes  to  the.Q.  M; 

other  retained  for  record. 
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Q.  M.  C.  Form  No,  167— Request  for  Except ioijh* 
al  Articles  of  Subsistence  Stores. 
(See  M.  Q,.  M.  Index. ) 

135.    This  request  is  made  out,  in  triplicate, 
when  it  is  desired  to  procure  authorized  exception- 
al articles  of  subsistence  stores  (not  stocked  by 
the  Q,  M. )  to  be  paid  for  by  requisitioning  officer. 
Two  copies  are  forwarded  to  the  Q.  M. ,who  is  to  pro- 
cure the  stores;  the  third  copy  is  retained  for 
rcicord. 

0.  M,  C,  IVS-Requisition. 
(See  A.  R.  1181,  1182,  1217  (C.  A.  R.  58), 

and  M-  Q.  M.  C.  2193,  2227.) 

126.  This  form  v;ill  be  used  in  makiftg  requisi- 
tion on  Q.  M.  for  the  allowance  of  corn  brooms ;, 
scrubbing  brushes,  mops,  sapclio,  concentrated  lye 
and  stove  polish.    It  is  prepared  in  duplicate, 
original  going  to  0.  M.    Duplicate  being  retained 
in  book.   Allowances  for  these  expendable  articles 
are  prescribed  in  Army  Regulations. 

0.  M.  C.  180 — Abstract  of 
Clothing. 
(See  A.  R.  1157-1168|  and  G.  0.  97,  1917.) 

127.  This  form  has  been  used  for  abstracting 
the  clothing  drawm  by  enlisted  men.    Unless  special 
instructions  for  its  use  are  given  by  the  Q.  M-  G« , 
it  will  no  doubt  be  discontinued,  as  suggested  of 
Form  165-b.    (in  this  connection  see  simple  method 
of  accounting  for  clothing  issues,  given  in  G.  0.  97, 
1917.) 

0.  M.  C.  204-- Requisition  for 
Stationery. 
(See  A.  R.  1062-1065.) 

128.  This  requisition  is  made  out  in  duplicate 
for  stationery  for  any  military  purpose.    One  copy 
is  forwarded  to  the  Q.  M. ;  the  oth^r  is  retained 

in  company  records.    When  the  Q.  M.  has  the  stores 
ready  the  C.  0.  signs  the  receipt  on  the  face  of  the 
blank  and  gets  the  stores. 

0-  M.  C.  207 -a — Certificate  of  Breakage — China 

and  Glassware. 
(See  A.  R.  1178;  M„  Q.  M.  C.  2654, 
2655,  2706.) 
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139,   This  is  inade  out  iu  duplicate  and  a  copy 
!•  submitted  to  Q.  M.  at  ih#  «nd  of  the  period  to 
irtlich  it  pertains.    Tha  duplicate  is  retained  for 
record.    The  Q.  M.  either  issues  articles  listed 
on  the  certificate  or  givg^  C*  0.  credit  slip  for 
the  same. 

Q.  Mo.    C.  211-a — Requisition  for  Fuel 
and  Bedding. 
(See  A.  R.  1036-1048,  1084-1085;  M,  Q.  M.  C, 
2327;  Annual  allowances  in  orders.) 

130.  This  form  is  used  in  the  field,  in 
requisitioning  for  authorized  allowances  of  fuel 
for  cooking  and  heating  purposes  and  for  in- 
cinerators and  kitchen  pits  and  for  bedding  for 
enlisted  men.    Issues  in  excess  of  prescribed 
allovfances  must  be  approved  by  the  commanding 
general  in  the  field.    The  form  is  made  out  in 
triplicate,  two  copies  going  to  the  Q.  M«,  the 
third  being  retained* 

Q.  M.  C.  213 — Requisition  for  Clothing 
in  Bulk, 
(See  A.  R.  1157-1168-^  and  G.  0, 
97,  1917.) 

131.  When  many  men  in  the  organization  re- 
quire clothing,  the  following  procedure  is  gone 
through;   Each  man's  wants  are  ascertained  and  a 
bulk  requisition  made  out,  in  triplicate,  on 
Form  Q.  M,  C.  213.   Provision  is  made  for  listing 
quantities  of  articles  required,  issued,  returned 
to  Q.  M. ,  net  issued  and  unit  prices,    C,  0,  signs 

all  three  and  sends  to  Q.  M.   When  clothing  is  received 
the  C.  0,  or  representative  signs  receipt  on  back 
of  requisition,  while  the  Q,  M.  signs  certificate. 
C.  0.  then  gets  one  of  the  requisitions,  while  the 
other  two  are  kept  by  Q.  M.   The  clothing  is  issued 
to  men  on  the  individual  slips  and  soldiers^  receipts 
are  obtained. 

Q.  M.  C.  Form  223 — Ration  Return. 
(See  A.  R.  1205,  1209-1211,  1214,  1215,  1220; 
Compilation  General  Orders,  paxs.  Ill,  233, 
255;  M.  Q.  M,  C,  2289,  2328,  2403-2415,  3907.) 

132.  This  form  is  a  book  consisting  of  original 
and  memorandiom  sheets  bound  alternately.    It  is  the 
requisition  signed  by  C.  0.  for  issue  of  rations  and 
authorized  extra  issues.    It  is  filled  out  for  the 
ration  period,  which  may  be  anything  from  ten  days 
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to  a  month,  -s  determined  by  the  CO.    It.  is  ruade 
out  in  duplicate,  tlie  original  being  signed  by  the 
C«  0.  and  sent  to  the  Q.  H.  Duplicate  is  retained. 

Data  for  the  ration  return  is  obta.ined  from 
morning  report.   "Persons  present"  is  gotten  oy 
adding  together  all  men  under  heading  "Present"  on 
morning  report  and  deducting  fxom   this  nuniber  those 
who  do  not  take  the  meals  Tvith  con:pany.    "Plus" 
column  in  morning  report  gives  "additions.".  "Minus" 
column  gives  deductions.   Difference  between  "Plus" 
and  "Minus"  columns  gives  net  corrections r   "No.  of 
rations"  is  gotten  by  multiplying  "persons  present" 
by  number  of  days..    Total  rations  is  gotten  oy 
correcting  number  of  rations  by  figure  given  in  net 
corrections.    The  allowances  for  the  extra,  issues 
are  gotten  from  Army  Regulations  1215. 

0.  M.  C.  Form  232 — Certificate  of  Supplies 
Transferred. 
(See  A.  R.  665,  701,  1198,  1251.) 

133.  This  form  is  filled  out,  in  duplica.te, 
when  depot  compa.ny  moves  ?.nd  h?.s  Ou^.rteraaster 's 
supplies  in  its  possession.   It  is  a  certificate  of 
the  Company  commander  that  the  articles  are  compris- 
ed in  the  equipment  of  his  company  and  will  be  re- 
ported by  him  to  the  Q..  M.  upon  arrival  at  his 
destination.    One  given  to  Q.  M.  and  one  is  reta.in- 
ed. 

0..  M.  C*  Form  501 — Individual  Personal 
Equipment  Receipt. 

134.  When  property  is  issued  to  one  of  the  de- 
pot enlisted  personnel  for  his  use,  he  receipts  for 
same  on  this  blank«    The  receipts  are  kept  in  a 
loose  leaf  binder,  one  for  each  man.   When  the 
soldier  turns  in  proper t^^  he  receives  credit  for 
same  on  the  blank,  and  when  he  draws  more  articles 
they  are  charged  against  him  in  column  headed 
"Changes." 

Q.  M.  0.  Form  509 — Delinquency  Record 
(Enlisted  Man) . 

(See  A.  R.  280;  Manual  for  Courts- 
Martial,  .  333-336. ) 

135.  This  is  a  loose  leaf  form  for  recording 
offenses  of  enlisted  men,  their  kind  and  punishment. 
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Histor  cal  Record  of  Organisation. 
(See  Compilation  of  Genera.1  Orders,  84;  A.   R. 
358,  ^€1.) 

136.  This  record  contains  information  concern- 
ing original  formation,  changes  in  organization, 
location  and  other  items  of  historical  importance. 
It  should  be  kept  in  duplicate  and  kept  up  to  date 
at  a,ll  times.    Soon  after  the  end  of  each  cp.lendar 
year  a  copy  of  so  much  of  the  record  as  relates  to 
the  past  calendar  year  is  sent  direct  to  the  A.  G.  A. 

?/ar  Diary. 
(See  Field  Service  Regulations,  35.) 

137.  This  record  of  military  events  will  be  kept 
by  the  depot  if  directed  to  do  so  by  higher  authority. 
Each  day's  record  is  verified  by  C.  0.  and  forwarded 
daily  to  next  higher  commander.    It  would  be  advis- 
able to  keep  this  in  duplicate  so  that  a  copy  can  be 
retained  in  the  depot  records. 

138.  The  theory  and  practice  of  the  m.ilitary 
system  of  correspondence  should  also  be  studied  in 
all  phases  except  filing  (See  G.  0,  S3,  W,  D.,  1S12, 
or  Compilation  of  General  Orders,  1831-1915,  pa,r. 
175-ff;  also  A.  R.,  1913,  pars.  775  to  790,)    All 
correspondence  should  be  filed  in  accordanoe .with  the 
War  Departm.ent  Circular  No.  1,  March  34,  1914, 

War  Dep=,rtment  correspondence  files  (Dewey  decimal 
system.)  should  be  used. 

II.  Depot  Affairs. 

139.  The  administration  division  is  che-rged  with 

(a)  Preparing  .and  filing  all  correspondence  of  a 
military  or  commercial  nature  except  tha.t  pertaining 
to  requisitions,  which  isfiled  with  the  requisition 
in  question;  and  that  referring  to  property  vouchers, 
which  IS  filed  with  the  property  voucher  m  question. 

(b)  Preparing  and  filing  of  perm.anent  records  of 
the  depot  such  as  temperature  readings  in  .laaga "3 ine s , 
the  war  diaiTj  etc. 

(c)  The  rendition  of  all  reports  which  may  be 
called  for  by  proper  authority,  data  for  which  may, 
hovsever,  be  secui-ed  from  other  divisions  aa  required, 

(d)  Maintaining  for  general  reference  purposes 

a  standard  file  of  ArLiy  Regulations,  general  orders, 
pa.mphlets,  ,etc. ,  posted  to  date. 

(e)  Tne  keeping  of  a  "precedent  file,"  in  which 
is  placed  copies  of  correspondence,  etc.,  containing 
decisions,  opinions,  instructions,  and  unusual  cases 
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which  may  be  valuable  in  ieterrziinij-g  the  jpolioy  or 
the  ordnance  depot  in  similar  cases,    Tne  original 
correspondence  is  fiija  in  its  r^gul-tr  place  in  th« 
correspondence  file.    As  part  of  this  function  it  is 
charged  ftith  the  disseminaticn  of  information  of 
this  kind  Tvithin  the  depot  ?.nd  within  the  division 
when  desirable. 

(f)  Keeping  a  "suspended  file"  for  all  corres- 
pondence, reports,  etc.,  required  to  De  suomitted  at 
stated  intervals  or  neld  for  action  for  any  length 
of  time  pending  receii^t  of  inforrna.tion  beiiring  on 
its  preparation. 

140.  Officers  and  men  connected  with  the  de- 
pot adr.iinistra.tive  office,  as  7;eil  as  those  in  the 
office  work  of  the  returns  branch,  should  try  to  be- 
come acquainted  with  the  methods  a.nd  devices  used  in 
military  offices  to  facilitate  work. 

141,  For  example,  there  should  be  kept,  be- 
sides the  regula-r  files  above,  a  small  card  file  for 
muster  and  pay-roll  da-ta.    On  these  cards,  one  of 
A'hich  is  kept  for  ea,ch  member  of  the  company,  there 
should  be  jotted  down,  as  they  occur,  events  re- 
quiring entries  in  the  "remarks  column"  of  either 
the  pa,y  or  muster  rolls.    When  the  rolls  are  to  be 
made  up,  da,ta  which  should  be  ple.ced  opposite  the 
name  of  any  man  can  be  simply  copied  off  the  cards, 
eliminciting  dependence  on  memory  and  keeping  the 
data  in  order.    The  notations  on  the  cards  would 
apply,  too,  for  necessary  entries  on  the  Service 
Records  of  the  personnel. 

143.  As  part  of  the   "suspended"  file — that  part 
having  to  do  with  ordinary  company  administration — a 
Q.  M.  C.  "Company  Tickler"  might  well  be  used. 

This  tickler  carries  the  data  necessary  as  a  remind- 
er to  make  out  at  the  proper  time  the  required  routine 
reports,  rolls,  requisitions  for  issues  of  company 
quartermaster  supplies,  and  so  on.    If  the  "Tickler" 
itself  is  not  used,  information  of  the  sort  it  con- 
tains should  be  incorporated  in  the  "suspended"  file. 
145.    The  of f ice"  should  have  also  a  number  of 
ordinary  woodenback  files  for  desk  use.    These  may 
be  kept  either  on  top  of  the  desk,  or  kept  hung  from 
the  side.    They  are  needed  for  certain  kinds  of 
papers,  such  as  "live"  requisitions,  shipping  lists, 
etc.,  v;hich  a  particular  clerk  wishes  to  keep  under 
his  attention. 

144.  The  office  equipm.ent  ought  to  include  the 
necessary  desk  baskets,  for  separating  papers  of 
different  kinds,  for  keeping  apart  papers  requiring 
the  commanding  officer's  signature,  etc. 
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145.  A  most  useful  device  is  a  v^all  rack, 
easil3''  made  up,  which  is  divided  into  small  boxes  or 
compartments.    One  of  these  boxes  is  assigned  to 
each  officer,  to  the  senior  noncom.  of  each  division, 
etc.;  and  each  is  required,  by  standing  order,  to 
examine  his  box  once  or  tv;ice  a  day,  or  whenever 
about  the  main  office.    This  device  is  used  around 
all  m.ilitary  offices  to  save  m.essenger  service. 

146.  The  office  equipment  for  a  field  depot 
should  include  the  requisite  ste.tionery,  form.s,  inic- 
wells,  etc.   There  should  be  on  hand  a  full  set  of 
drawing  instruments,  and  e.   photograph  outfit.    There 
should  be  a  numbering  machine,  and  adding  m.achine, 

a  mimeograph  machine,  standard  type ^^t iters  and  one 
long-carriage  t3'peY;riter  on  which  the  finance  papers 
may  be  made  out. 

147.  Proper  methods  of  handling  correspondence 
and  other  pa^pers  should  be  studied.  "Received"  and 
"received  Eack"  stamps  should  be  provided  for  the  use 
of  the  mail  clerk  in  opening  and  stamping  mail.    The 
mail  clerk  should  be  well  acquainted  with  the  entire 
depot  v.ork — perhaps  he  should  be  the  chief  clerk  m 
the  administrative  division- that  he  may  be  aiDle  to 
initial  mail  properly  for  the  persons  to  whom,  it 
should  go,  and  forv.ard  it  by  messenger,  oy  pla-cing 

in  the  proper  boxes  in  the  "JT all  rack,  etc. 

148.  Carbon  copies  of  all  outgoing  correspondence 
and  routine  papers,  reports,  etc.,  ought  alvvays  to  oe 
kept.    Typed  copies  should  be  made  of  all  communications 
going  through  the  office,  together  with  endorsements 
made  thereon,  of  which  a  record  for  the  correspondence 
file  is  desired.   Officers  and  responsible  clerks 
should  acquaint  themselves  with  the  making  of  so-called 
"true  copies" — typev^ritten  or  other  copies,  with 
"Signed"  or  Sgd. "  placed  in  front  of  the  signature, 

and  the  statement  or  certificate  of  its  being  a  true 
copy  placed  thereon. 

149.  Company  order  files  should  be  carefully 
kept.   Bulletins  or  standing  orders  as  to  conduct  in 
shops  and  barracks,  rules  for  fire  prevention,  etc., 
should  be  made  out  and  posted,  bulletin  boards  being 
provided  wherever  needed.    Clerks  should  oe  tc^ught 
to  use  informal  memoranda  whenever  possible.    For 
example,  mem.oranda  carrying  expl?-nations  may  be 
attached  to  papers  sent  by  one  clerk  to  a.nother; 
instructions,  etc.,  may  be  promulgated  in  simple 
memorandumi  form  instead  of  by  formal  numbered  order, 
and  so  on. 

Ill,  FINANCIAL  AFFAIRS. 

150.  The  e-dministration  division  is  chaxged  with: 
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Preparation  of  the  necessary  ps-pers  and  care  for 
the  f-unds  received  from  the  sM«s  to  officers  and  othe: 
transactions  involving  the  receipt  of  moneys, 
(See  War  Dapartment  Form  ITo.  322,  Abstract  of  f-onds 
received;  and  O.D,  Form  14?)   For  regiilatior.s 
governins  sales  to  officers  see  Anay  Regulations, 
paragraph  1520,  1521  and  1525  and  introduction  to 
Ordnance  Department  Pamphlet  No.  1879.  '  (O.O,  G.Oo 
No.  12,  1910,  pp.  94-117,  and  C.P.E.  ,  Article  IX, 
give  the  regulations  governing  these  sales,  the 
acco-jnting  for  them  and  the  jr.athod  of  disposal  of  • 
the  morj3vs  received.) 

In  somo  Ceases  with  the  making  of  dis'Dijrsen:-3nts 
for  p'orcha.ses,  Usioally  these  disbTirsements  '.vill  be 
made  from  a  central  depot,  where  all  financial 
accounting  v/ill  be  attended  to. 

The  depot  finance  section,  hov/ever,  must  in 
all  cases  prepr-re  tho  necessary  financial  papers  on 
which  the  central  depot  vvill  pay.   (See  0.0. 5, 0), 
12,  1910,  pp,4g  and  60-65,  especially  pars,  31 
and  32  of  Title  II;  and  par.  63,   Sec  also  O.P.H.  , 
Article  VIII,  0,D,    Forms  219,  22G,  and  T.D.  Form 
330.) 

151,  For  the  work  of  the  Finance  C  erk  in  the 
making  of  purchases  and  of  sales  see  Appendices  C. 
and  S, 

:b.    Accoui?rs  DivisiOiT. 

152,  Tho  property  or  accounts  division  is 
charged  v/ith  acco-jnting  for  public  property  of  all 
kinds,  as  distinguished  from  acco-unting  for  fimds. 

a.   Layout  and  Locat  ition  of  Office, 

153,  The  accounts  division  of  the  depot  office 
should  be  located  in  connection  witn  the  office  of 
tVie  Depot  Commander  and  as  close  to  the  storShouses 
as  possible.   It  is  not  belie  ved  advisable  to  locate 
the  office  in  the  storehouse  unless  steam  heating  is 
provided,  on  account  of  the  danger  of  fire.   Telephone 
corinection  with  the  storehouse  office,  and  vvith  all 
separate  store  buildings  and  magazines  sho^'idd  be  in- 
stalled.  Tables  or  desks  and  chairs  should  be  pro- 
vided for  all  clerks  indicated  in  the  chart  showiiag 
organization  of  depot  personnel,   A  ro-oigh  form  of 
table,  Witt  folding  legs,  and  easily  portable  typo- 
w?riters  and  adding  machines,  should  be  used, 

154,  Separate  office  should  "be  prov.ided  for  the 
officer  in  charge  of  tho  acco-unts  office  and  the  De- 
pot Cor.ir.ariier.   All  Clerks  attached  to  the  property 
division  should  be  in  one  office.   Desks  should  be 
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arranged  so  as  to  facilita';e  the  passage  of  the 
more  number ousf or rr.s  thrcugn  the  office,  and  a 
diagra^m  should  be  r,ade  showirig  the  routing  or 
location  of  each  of  the  more  important  forms  and 
records  which  are  used  in  the  office. 

155.    Some  points  to  be  ocserved  are  as  follows: 
Requisition  clerks  should  have  easy  access  to  the 
balance  of  stores  sheets,  and  these  sheets  should 
be  readily  available  to  the  officer  in  charge  at  all 
times.    The  senior  non-com.  should  have  geiieral 
charge  of  the  office  and  should  see  all  persons 
applying,  so  that  his  desk  should  be  convenient  to 
the  office  of  the  officer  in  charge  of  the  office 
and  to  the  entrances  for  messengers  or  other  visitors. 
He  should  have  a  bell  connection  vv^ith  the  officer  in 
charge  of  the  office,  a,nd  a  telephone.    Calculations 
should  be  made  e.s   to  the  isises  of  the  returns, 
balance  of  stores  files,  and  files  of  other  papers 
whose  numbers  are  large  and  the  necessary  filing 
cabinets  or  shelves  should  be  provided.   All 
blank  forms  should  be  kept  in  one  cabinet  and  a 
balance  of  stores  sheet  carried  for  ea.ch  item,  but 
no  vouchers  will  be  necessary  except  the  expendi- 
ture statements  to  be  r.a,de  up  at  stated  intervals 
from  the  balance  ^f  stores  sheets* 

b.   Organization  of  Office 
personnel. 

156«    The  chart  furnished  by  the -Ordnance  Office 
gives  an  out  line  of  the  orga.nization  of  the  returns 
office  personnel,  but  a  chart  must  oe  prepared  when 
each  depot  office  is  stp.rted,  showing  the  exact 
routing  of  a,ll  papers  which  will  come  through  and  a 
detailed  description  of  the  duties  of  each  clerk. 
An  investigation  should  be  irade  from  time  to  tirae  to 
determine  the  nuruber  of  the  different  papers  which 
are  coming  through  and  the  amount  of  work  which  is 
being  performed  by  each  clerk. 

157,   Remarks  about  discipline  in  the  storehouse 
^PPly  w'ith  equal  force  to  the  .office  a-nd  responsibility 
for  e.   mistake  is  usually  easily  found  and  should  oe 
followed  in  ea,ch  case  by  appropriate  punishment. 
Any  clerk  who  cannot  correct  a  propensity  to  make 
m.ist?.kes  must  necessarily  be  reduced.    Efficiency 
records  must  be  kept  for  the  office  force  as  for 
storehouse  and  other  employees. 

15S,    Close  touch  must  be  maintained  between 
the  office  and  storehouses,  and  if  opportunity 
presents  itself,  the  higher  clerks  should  be 
allowed  to  work  in  the  storehouses,  and  vice  vers?.. 
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159,  In  malcing  -up  diagrams  shcwiiTg  routirjg 
of  papers,  etc.,  all  copies  shoiold  be  routed,  A 
messenger  service  must  be  arranged  for  and  trips 

be  tween  the  office  and  storehouse  must  be  frequent, 

C.  Work  of  the  Accounts 
Division, 

160,  The  work  of  the  Accounts  Division  is 
divided  into  that  of  (l)  the  Requisition  Branch, 
(2)  the  BaL'ince  of  Stores  Branch,  and  (3)  the 
Returns  Branch, 

1,  Requisition  Branch^ 

161,  This  branch  of  the  accounts  division 
is  charged  with  taking  the  necessary  account  of 
both  incoming  and  outgoing  papers, 

a.  INCC3MING  P.IPERS. 

152.   Requisition  from  organizations  for  or- 
dnance stores  and  st^jplies  (Form  No.  386.) 

163.  Requisition  of  orders  from  conpetent 
authority,  directing  the  equipment  of  individuals, 

164.  Orders  for  supplies  from  competent 
authority,  directing  the  issue  of  certain  articles. 
(For  exainple,  on  Form.  1515.) 

The  procedure  and  routing  of  papers  in  the 
filing  of  these  thyeo  types  of  requisitions  is 
indicat-^.d  in  Appendix  A,   Care  must  be  exercised, 
in  so  routing,  to  conform  to  C,A.R.  56,  1917,  as 
to  invoicing  to  proper  officer,  etc. 

155,   Invoices  for  stores  receivable,   (Form 
A,  G,  0.  600.)   The  routing  for  those  is  indicated 
in  Appe  ndix  D, 

These  invoices  may  be  pj'eceded  by  advance  notice 
on  Form  1514,   See  Paragraph  168  in  this  connection, 

165.  It  is  also  charged  with  thJ  preparation 
of  correspondence  in  reference  to  incoming  papers. 
Any  such  correspondence  is  to  be  filed  vvith  the 
requisition  or  voucher  to  which  it  refers, 

167,   Papers  connected  with  the  receipt  and 
care  of  capttired  equipment  and  s-uqpplies,  and  equip- 
ment and  supplies  belonging  to  our  own  force  and 
picked  -op   on  the  battle  field.   All  siqiplies 
received  in  this  m.anner  should  be  listed  each  day 
by  a  clerk,  in  the  Requisition  Branch,  charged  with 
this  work.   Special  instructions  will  probably  be 
issued  as  to  the  disposition  to  be  made  of  enemy 
equipmient  and  si:5)plies;  and  us-ually  this  disposition 
will  consist  of  invoicing  it  to  designated  points 
without  taking  -up  on  the  return. 
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b,   OUTGOING  PAPERS. 

168.  Requisitione  for  stocx  for  all  a,rticles 
which  are  procurable  at  other  ordnance  establish- 
ments.   Ordinarily  Form  $602,  with  a  letter  of 
transmittal,  i7ill  be  used.    StocK  may  come  m  to 
the  depot,  however,  on  order  from  higher  authority 
and  vvithout  the  depot  *s  request;  and  in  such  cases 
a  copy  of  Form  1514  ;/ill  usually  be  sent  by  such 
authority  to  the  depot,  as  notice  of  the  order. 

The  procedure  and  routing  of  pa.pers  in  both  ■ 
cases  given  above  is  to  be  found  in"  Appendix  D. 

169.  Purchase  orders  for  all  articles  which 
can  be  obtained  in  the  vicinity  in  open  m?.rK:et, 
and  which  are  so  urgently  needed  that  any  delay 
in  their  procurement  would  bring  about  serious 
results.    See  Appendix  E.   For  the  Financial 
Accounting  connected  herewith,  see  Paragraph  150. 

170.  Invoices  for  particles  shipped  from  the 
depot  to  organizations  or  other  ordnance  establish- 
ments,   (Form  A.  G.  0.,  600.)    The  routing  of 
these  is  indicated  in  Appendix  A. 

171.  It  is  also  charged  r/ith  the  preparation 
of  correspondence  in  regard  to  outgoing  papers. 
Such  correspondence  is  to  be  filed  ?;ith  the  re- 
quisition or  voucher  to  which  it  refers. 

II.   THE  BALANCE  OF  vSTOPFS  EPANCH, 
a.  The  balp.nce  of  stores 
records. 

172.  The  ba,lance  of  stores  account  should  con- 
tain all  information  bearing  on  the  stock  of  or- 
dnance stores  at  the  depot.    The  standard 
maximum,  minimum  and  Reserve  stock  to  be  kept  on 
hand  should  be  indicated  on  the  proper  sheet  for 
each  item  which  the  depot  handles.    These  figures 
shall  be  determined  by  reference  to  the  directions 
from  proper  authority  concerning  the  period  for 
Yrfhich  the  depot  shall  keep  a  stock  on  ha.nd,  and  by 
determining  the  needs  of  the  organizations  y/hich 
the  depot  is  supplying  during  that  period. 

173.  Specifically,  the  reserve  is  that 
quantity  below  which  issue  can  be  made  only  with 
special  approval  of  higher  authority.    In  the 
field  this  will  usually  mean  the  specia.l  e^pproval 
of  the  Division  Ordnance  Officer.    The  reserve 
quantity  of  any  item  will  be  determined  first,  by 
the  daily  consumption  by  the  division  in  an 
emergency,  and,  second,  oy  the  time  required  to 
obtain  a,n  additional  supply  on  an  emergency  re- 
quisition from  the  supply  point. 


-44- 


174.  The  miniiEurj  quantity,  ?/hich  is  usua-lly 
also  the  ordering  nurr/uer,  is  the  amount  require!  to 
make  issues  for  the' greatest  time  needed  to  obtain 
an  additional  supply  of  the  iteui,  allowing  a.  fair 
margin  for  sai9T;y.    Stated  another  «ay,  it  is  the 
reserve  plus  a.n  amount  equal  to  the  normal  con- 
sumption of  the  division  during  the  xiormal  time 
required  to  requisition  e.nd   ootain  a  replenishment 
of  stock. 

175.  The  maximum  quantity  is  that  figure 
above  which  it  is  not  necessary  or  advisable 
usupolly  to  stock  up.    This  figure  is  determined 
by  local  conditions,  which  might  ca.use  material  to 
become  unserviceable,  storage  space  availacle  and 
the  amount  of  time  required  to  obtain  a  shipment 
from  another  establishment.    The  bulk  and  weight 
of  the  item  and  the  abundance  of  the  supply  and 
other  conditions  must  be  considered  so  as  to 

make  it  unnecessary  to  requisition  too  frequently, 
as  this  overworks  the  force. 

176.  The  difference  between  the  maximum  and 
minimum  limits  will,  of  course,  differ  viith  different 
items.    In  sm?.ll  stores  where  the  supply  is 
abundant  it  would  be  justifiable  to  have  a  differ- 
ence bet¥veen  minimum  and  maximum  equal  to  six 
months'  suppler,  whereas  your  artillery''  ammunition, 
which  is  bulky  and  probalDly  not  too  plentiful,  may 
have  to  be  replaced  almost  daily  under  norma.l  con- 
ditions. 

The  balance  of  stores  sheet. 

177.  The  balance  of  stores  sheets,  should  oe 
made  up  one  for  each  item  on  the  standard  dei:)Ot 
balance  of  stores  sheet  form.   Each  book  should 
contain  the  record  of  a.11  articles  under  a  par- 
ticular division  of  ordnp.nce  property  and  ishould  be 
constantly  under  the  care  of  one  clerk,  who 

ffiuet  rie-turally  oecome  farriliar  with  the  demand, 
supply  and  ordering  of  stores  under  his  control. 

176.   Different  colored  sheets  should  be 
carried  for  serviceable  and  unserviceable  stores. 
A  red  sheet  should  be  provided  for  insertion  over 
all  stores  where  unobligated  balance,  or  quantity 
available,  has  fallen  below,  the  minimum. 

179,  Care  should  be  taken  to  number  each 
sheet  and  provide  the  necessary  cross-indexes. 

180.  A   second  form  should  be  provided  and 
pasted  on  the  inside  cover  of  ea.ch  balance  of 
stores  book.    This  form  will  contain  the  detail*- 
ed  instructions  for  maiking  entries  on  the  balance 
of  stores  sheet. 
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'.  '.181.    Instructions  should  be  surrjr.arized  to 
make  the  operations  of  the  balance  of  stores  books 
easier. 

182.  When  quantity  in  the  unobligated  coliomn 
becomes  less  than  the  minimum  at  the  bottom  of  the 
sheet  the  requisition  clerk  must  be  notified  to 
order  an  amount  equal  to  the  difference  between 
the  entri'-  in  the  unobligated  column  and  the 
maximum. 

183.  Care  must  be  taken  that  the  balance  of 
stores  accounts  e^re  proved  at  regular  intervals. 

General  cautions  in  balance'  of  stores 
work, 

184.  It  is  important  that  the  amount  in- 
dicated as  on  hand  on  the  balance  of  stores 
sheets  should  agree  with  the  actual  stock  in  the 
storeroom.    The  best  results  vvill  be  attained  if 
every  time  stores  are  issued  and  received  and  the 
bin  tag  changed  tha  packer  would  note,  on  the 
packing  list,  the  balance  on  hand  as  shown  on 
the  bin  tag.   Then  when  the  posting-  is  made  to 
the  balance  of  stores  books  the  bin  tag  can  be  com- 
pared with  that  on  the  books.    If  they  do  not 
agree,  the  packer  should  be  notified  at  once  ?.nd  if 
necessary  an  actual  count  should  be  m?.de  of  the 
stores  on  ha.nd  in  the  storeroom.    If  this  perpetual 
check  system  is  not  used,  it  will  be  advisable  to 
take  inventories  of  stores  on  hand  (from  time  to 
time)  in  order  to  assure  the  correctness  of  the 
balance  of  stores  books. 

185.  As  mentioned  above,  the  a-mount  of  each 
article  ordered  should  be  indicated  on  the  ba,la,noe 
of  stores  sheets  and  provision  should  be  made  for 
apportioning  master ial  on  them  as  far  ahea.d  as 
possible,  in  accordance  with  knov^n  dema.nds.    If 
this  is  done,  sudden  demands  will  not  cause  the 
stock  of  articles  to  be  exha.usted  before  a  refill 
order  can  be  received. 

186.  Finally,  it  sha.ll  be  the  duty  of  the 
chief  baula.nce  of  stores  clerk  to  endeavor  to  as- 
certain through  the  officer  in  charge  of  the  accounts 
division,  as  far  ahead  as  possiole,  the  needs  of  the 
orga.nizations  which  this  depot  is  supplying, 
especia.lly  extraordinary  needs,  which  would  ma-ke 
tempora.riiy  valueless  the  standard  maximum  and 
miunimum  stock  limits. 

D.   Inform^ation  papers. 

187.  The  ammunition  account  shows  the  tota.l 
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amount  of  the  various  kinds  of  ammunition  at  the 
depot,  in  the  amiriunitioa  eolurr.n^  in  the  ammunition 
train,  ana,  so  far  as  possible,  in  the  combat 
trains  of  the  organiz?„tions  which  the  depot  is 
supplying. 

188.  The  preparation  of  the  report  of  the 
principa-1  ordnance  stores  and  supplies  on  hand  at 
the  depot.    This  report  is  for  the  infornia.tion 
of  the  Chief  of  Ordnance,  or  the  Chief  Ordnance 
officer  of  the  Army  or  expedition  to  which  the  de- 
pot is  assigned.   Tne   report  should  give  separate 
totals  for  vl)  serviceable  equipment,  (2)  un- 
serviceable equipment  repairable  at  the  depot,  and 
(3)  amounts  in  prospect  on  invoice,  on  notice  of 
shipjTient  to  depot,  by  b/l*s,  etc. 

III.   RETURNS  BRANCH. 

189.  The  principal  duty  of  this  branch  is 
the  preparation  of  the  Depot  Ordnance  Return. 
(Form  18 — Cover  B,  and  Form  18 — Inside  Sheets.) 
This  return  is  a  property  record — kept  posted  to 
date  like  an  ordinary?"  ledger.    Accounts  or  records 
in  this  return,  however,  are  not  kept  under  the 
names  of  persons,  as  is  done  in  coramercia,l  practice; 
instead,  an  e.ccount  is  kept  for  each  article  of 
property.    In  business,  when  property?"  is  'trcins- 

f erred  (i.  e-,  sold),  it  goes  to  another  person 
and  becomes  his  property;  the  person,  then,  is  of 
chief  importance.    When  property  is  transferred  by 
the  depot,  its  Ownership  is  not  changed;  it  still 
is  government  property,  hai^'ing  simply  been  taken 
out  of  the  hands  of  one  government  agent  and  put 
into  the  hp^nds  of  another  governiLent  agent. 
Property  accounting,  then,  is  em^phasized  throughout 
in  our  depot  a-ccounting. 

190.  In  the  property  ledger — the  return — 
entries  may  be  made  only  from  authorized  property 
papers — authorized  vouchers,  so-called.    These 
vouchers  are  the  papers  representing  issues,  receipts, 
etc.,  of  property,  and  on  the  basis  of  them,  alone, 
property  is  "taken  up"  or  "dropped"  from  the  return. 

191.  The  enlisted  men  assigned  to  the  returns 
branch  (see  personnel  chart)  are  charged  both  with 
the  keeping  of  the  return  and  the  care  of  the  pro- 
perty vouchers  pertaining  thereto.    The  following 

is  a  list  of  the  principal  vouchers,  v;ith  reference  to 
sources  of  information  as  to  their  use,  etc.    The 
instructions  on  the  back  of  these  voucher  forms 
should  be  carefully  studied.    Army  Regulations, 
etc.,  must  be  posted  to  d?.te. 
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Transfers — Invoices  ^nd  ReceiptSo   (A.  G.  0., 
Form  600;  0.  P.  R.,  Pars.  120,  121;  A.  R.,1524.) 
Inventory  and  JT.gpection  Report.  (Form  1,  1.  G.D, 
A.  R,,  710-726,  and  Article  LXVII,  especially 
Par.  903~-914;  0.  P.  R,,  Par.  170ff  and  188.) 

Report  of  Sui'vey.  (A.  G.  0.,  Form  196;  A.  R. , 
710-726;  0.  p,  R. ,  Par .  ^159-169. ) 

Abstract  of  Transfer,  (o.  D.,  Forms  274,  275; 
0.  P.  R.,  Par.  189. ) 

Abstract  of  Funds  from  Sales,  (W.  D.,  Form  322; 
0.  Oe  G.  Go,  12/10,  or-better  for  depot  case — 
0,  P.  R.,  Article  IX;  and  A.  R-  1521.) 

Abstract  of  Purchases.  (O.  D.,  Forms  219,  220; 
0.    0.  G.  0.  12/10,  Title  V,  Sect.  4,  Par,  19; 
0,  P.  R,,  Article  VII, ) 

Statement  of  Charges — '?„gainst  enlisted  men, 
(a.  G.  0.,  Form  602;  0.  P.  Ro,  158,  169;  A*  R* 
724.) 

Statement  of  Expenditures,  (a.  G.  0.,  Form 
601;  0.  P.  R. ,  154-155.) 

Requisition  for  Articles  of  Me.intenance  of 
Equipment  "C''«  (A.  G.  0,,  Form  604;  0.  P„  R., 
Par.  154.^155.)  . 

Due  Certificate  (  A.  G.  0= ,  Form  603;  A.  R. 
681.) 

Certificate  of  various  kinds  (not  necessarily 
printed  forms,  e.  g. ,  see  0.  P.  R,,  Pars.  145, 
158,  167,  172,  etc.) 

192.  For  methods  of  executing  tne  Return,  to- 
gether with  a  model  page  of  the  same,  and  for  the 
manner  of  submitting  vouchers,  see  0.  P.  R.,  Paf''s- 
190,  203,  209,  212,  214,.  215,  216,  223. 

193.  In  reading  these  para.gra.phs  care  should 
be  exercised  to  keep  in  mind  the  difference  between 
a  "depot"  and  a  "field  depot".    The  form.er  refers 
to  the  permanent  ordna^nce  depots,  such  as  those  at 
Manila,  P.  I.,  Honolulu,  San  Antonio,  e.nd  so  on, 
while  the  latter  refers  to  depots  in  the  theatre  of 
opere.tions. 

194.  Vouchers  to  the  field  depot  Return  are 
numbered  in  a  single  series,  irrespective  of  vvhether 
they  rei5resent  issues  or  receipts, 

195.  The  Register  of  Vouchers  on  18 — Cover  B, 
differ  slightly  from  that  shown  in  the  model  in 

0.  P.  R.,  which  givds  the  Register  on  the  old  18 — 
Cover.    The  "Received  from  Predecessor"  and  the 
"Transferred  to  Successor"  are  omitted  on  the 
former,  due,  of  course,  to  the  fact  tae.t  the  Return 
is  not  nOw  completed  and  turned  in  in  case  of  a 
complete  transfer  of  accountability  during  the 
accounting  period.    Thus  every  return  now  runs 
through  the  full  accounting  period.    At  the  present 
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time  a  simple  notation,  like  "Oct.  23. -transferred 
to  successor,  Ca,pt,  J.  Smith,  olOta  Infty.,"  is 
entered  en  one  line  of  the  Register  imniedie^tely 
below  th3  last  vo-aoher  lisuecl  cefoi*e  the  transfer; 
and  on  the  next  line  the  entry  of  vouchers  is  re- 
suned,  Yvith  the  numbering  going  on  in  thtj  same 
series. 

196.  The  proper  dropping  of  materials  used  in 
repairs  presents  a  specic^l  problem.    It  might  be 
dropped,  as  sugg<iSted  in  0.  P-  R.  189,  on  the  Ab- 
stract of  Transfers;  but  the  expenditures  in  the 
depot  will  be  so  great  as  to  lead  to  confusion  if 
so  h?.ndied.    Besides,  since  the  depot  return  does 
not  distinguish  betv;een  serviceable  and  unservice- 
able stores,  transfers  from  one  of  these  classes 

to  the  other  cannot  be  s imply  made.    Property 
turned  in  unservicea^ble  under  A.  R.  681F,  for 
example,  would  simply  have  serviceable  property 
given  in  exchange  for  it,  without  any  nota^tion  or 
record  of  the  trc^n^action  getting  on  the  return. 
The  best  7;ay  to  take  care  of  these  expenditures 
for  repairs,  then,  would  be  by  making  out  State- 
ments of  Expenditii-res  similar  to  those  shown  in 
Par.  150,  0.  P.  R.,(1909).   These  Statements 
would  act  as  vouchers  to  the  depot  return. 

197.  It  is  also  charged  with  the  preparation 
of  the  follow— jp  letters  wnich  may  be  necessary 

to  secure  the  s.ccorLi;lishment  of  invoices  for  use 
as  receipts  for  tiie  depot  return. 

When  such  receipts  are  not  returned  in  reason- 
able tinie,  a  form  letter  is  sent  out  as  tracer,  re- 
questing that  information  be  furnished  as  to  whether 
stores  nave  been  received.   When  the  officer  to 
7;hom  stores  were  invoices  reports  that  they  have  not 
been  received,  the  acting  qua.rteruia.ster  should  trace 
the  shipment  and  report.    It  is  also  charged  with 
the  prepara-ti'on  of  all  correspondence  with'  the 
aud-iting  authorities  in  reference  to  the  depot 
ordnance  rs'ouxn. 

198.  If  the  return  of  quarterrjasters '  pro- 
perty in  the  depot  is  also  to  be  rendered,  the  re- 
turns branch  of  the  accounts  division  is  charged 
with  its  preparation.   The  method  of  preparation 
a,nd  rendition  of  this  account  is  described  in  full 
in  the  Manual  of  the  Quartermaster  Corps,  1916, 
Paragraphs  2108-31S8, 

C,   SUPPLIES  DIVISION. 

199.  The  supplies  division  of  the  ordnance  de- 
pot is  charged.  ?;ith  the  receipt,  storage,  and  issue 
of  all  Government  property  ?rfhich  is  handled  by  the 
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depot,  whether  ordr3.nce,  qua^rterinaster,  or  other 
dapar tment  picpe-rty.  These  functions  are  per- 
formed by  the  stcrehoase  branch.  The  Buppiies 
division  also  includes  the  repair  branch,  which 
is  cnarged  with  in-^king  the  necessary  repairs  to 
unserviceable  property  received  at  the  Ordnance 
depot  for  the  purpose  of  such  repair. 

1.   STOREHOUSE  BRANCH. 

200.  The  storehouse  branch  of  the  supplies 
division  functions  through  issuing  storehouses, 
vjarehouses,  receivinj^  rooms,  magazines,  and  oil 
houses-    Issuing  •  f.t^r chouses  are  buildings  in 
which  are  kept  broken  packages  of  all  articles  re- 
quired for  rou'i;ine  issues.   Warehouses  are  set 
aside  for  the  storage  of  original  packages  of 
ordnance  stores,  the  condition  of  which  is  plainly 
marked  on  their  exteriors. 

201.  Warehouses,  besides  storing  articles  in 
bulk,  store  articles  of  large  size  v;hich  can  not  be 
conveniently  stores  else'/vhere.    Original  packages 
should  be  transferred  to  issuing  storehouses  coffi- 
plete,  unless  they  can  be  secui'ely  refastened  for 
storage.   In  the  latter  case  the  condition  shown 

on  the  exterior  should  be  corrected,  according  to  the 
amount  remaining  in  the  package »  . 

Of  course,  if  the  depot  has  but  one  storehouse — 
and  perhaps  such  will  often  be  the  situation — both 
original  and  broken  packages  will  be  kept  there. 

It  is  cf  vital  importa,nce  that  the  customary 
markings  of  package  goods  be  lea^rned  in  order  that 
those  in  ch?.rge  of  the  storehouse  nsuj   al-'vays  know 
what  a  given  package  contains  without  opening. 

a.   Location  and  construction  of  store- 
houses. 

202.  Whether  there  be  but  one  large  store- 
house in  the  ordna.nce  depot,  ox   whether  there  be  a 
number  of  smaller  ones,  too  much  conscious,  careful 
thought r cannot  be  placed  on  the  location  and  con- 
struction features. 

203.  If  you  go  to  a  training  camp  or  over- 
seas, it  may  be  necessary  for  you  to  lay  out  and 
supervise  the  building  of  your  storehouse;  so  Y/e 
will  start  with  your  arrival  at  camp. 

204.  The  first  information  you  will  want 
will  be  as  to  the  amount  of  stores  and  equipment 
you  will  be  required  to  issue  a,nd  store. 

205.  You  should  apply  immediately  to  the 
Adjutant  General  of  your  division  for  information 
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^  to  the  number  of  tyo^a  ojf  the  different  arms 
•tiich  yoii  will  have  to  siipply,  and  the  amount  of 
equipment  with  which  they  will  arrive,  or,  if 
present,  have  already  had  issued  to  them. 

206.  You  will  then  calculate  roughly  the 
amount  of  the  different  articles  that  you  will 
need  for  the  original  equipping.   If  you  get  with- 
in 10  per  cent,  it  should  he   low  enough  for  figur- 
ing your  storage  space.    Then  take  your  Ordnance 
war  plans,  which  will  give  the  replp.cement  stock  of 
different  items  for  a  division  for  six  months,  and 
correct  it  to  conform  to  the  strength  of  your  own 
division  and  check  it  up  with  the  allowances  for 
six  months  in  the  supply  tables.    Then  get  hold  of 
the  publications  giving  the  weights,  dimensions 
and  contents  of  boxes  in  which  stores  issued  by 
the  different  arsenals  are  packed  (Forms  2241, 
2388,  etc.,  0.  D. ),  and  figure  the  weights  and 
dimensions  of  the  quantities  of  the  principal 
stores  which  you  will  have  to  handle;  and  from 
this  calculate  the  amount  of  floor  space  which 
must  be  assigned  to  each  of  the  principal  items; 
and  then  estimate  the  amount  required  for  mi's- 
cellaneous  spare  parts.   You  will  probably  not 
require  space  for  storing  original  equipment  for 
troops,  but  you  should  consult  your  Div.  0.  0. 

or  Div.  Adjt.  General  in  regard  to  this.    In 
calculating  your  floor  space  and  heights  to  which 
you  can  pile,  be  sure  to  calculate  the  floor  load, 
and  consult  the  Quartermaster  as  to  the  permissible 
floor  loads  in  your  buildings. 

207.  Space  should  be  allowed  for  receiving, 
moving  and  packing  stores.   While  the  definite 
amount  needed  must  be  based  largely  on  experience; 
you  can  get  a  fair  estimate  by  figuring  a  sufficient 
space  in  the  packing  room  for  all  your  packers  and 
their  helpers  to  work  in. 

208.  The  next  step  will  be  to  make  a  study 
of  the  proper  location  of  your  buildings  with  re- 
gard to  transportation  facilities,  both  rail  and 
highway,  and  a  consultation  with  the  Div.  Engr. 
Officer  in  regard  to  the  locating  of  sidings  or 
spur  for  your  storehouses  or  -the  assignment  of 
space  on  an  existing  siding.   Bear  in  mind  that 
your  storehouse  should  have  as  much  track  frontage 
as  possible. 

209.  The  construction  plans  of  all  store- 
house v/ill  in  all  probability  be  similar,  being 
those  approved  by  the  Ordnance  Office  and  re- 
gularly erected  by  the  Quartermaster.    One 
feature  of  construction  which  should  never  be 
overlooked  is  the  providing  of  a  sufficient  number 
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of  doors.    There  should  he  doors  a.t  frequent 
interva.ls  along  each  side  of  the  ouilding.   Such  a, 
system  will  a.llOY/  for  the  receiving  and  issuing  of 
material  with  the  miniraum  of  iXxOving  within  the 
storehouse.    The  ground  in  the  immediate  front  of 
the  doors  should  be  dug  away  so  that  motor  trucks 
■  may  oack  up  a^gainst  the  storehouse  and  have  the 
level  of  their  bodies  even  with  the  level  o±    the  ' 
floor  of  the  storehouse.   Freight  platforms,  car 
floor  levels  and  the  storehouse  floor  level  should 
.be  the  same,  to  allow  loading  and  unloading  to  be 
ca,rried  on  with  a  minimum  of  effort.    The  rail- 
road spur  should  be  banked  up  necessary,  to  bring 
car  floors  even  with  the  platform. 

•  210.   To  provide  the  maximum  room,  platforms 
should  be  provided  along  the  entire  building,  and 
the3''  should  be  so  arranged  that  supplies  may  be 
trucked  directly  from  the  ca,r  to  an  autotruck 
loading  platform.    In  fact,  you  can  make  your 
storehouse  layout  more  compact  if  you  build  on 
both  sides  of  the  siding  or  spur. 

b.   Storing  and  storehouse 
layout , 

211.  The  following  suggestions  concerning 
the  arrangement  ard  layout  of  storehouses  and  the 
ordnance  stores  within  them  should  be  follov/ed 

as  closelv  as  field  conditions  will  permit. 
ViOiatever  the  arrangement  of  the  storeroom  may  be, 
it  is  extremely  desirable  to  have  racks  contain- 
ing all  articles  required  for  personal  equipmient 
located  near  the  issuing  window.   The  individual 
then  reports  to  this  window  to  be  equipped,  and  the 
equip pirig  can  be  done  expeditiously. 

212.  Similarly,  in  managing  your  stores,  they 
should  be  located  so  that  stores  to  be  issued  to- 
gether v/ill  be   in  tha  same  part  of  the  storehouse, 
as  mentioned  before.    Definite  spaces  of  sufficient 
size  should  be  set  aside  for  receiving,  moving  and 
packing  the  stores. 

213.  A  system  of  main  aisles  and  subaisles 
should  be  established  that  will  allow  the  issuance 
of  stores  with  the  least  amount  of  handling  of 
materials  not  then  to  be  issued.    Care  should  be 
exercised  that  full  advantage  is  taken  of  any  window 
space  in  the  creation  of  such  aisles,  and  that 
proper  space  for  trucking  and  packing  is  provided. 
Aisles  should  be  so  arranged  tha-t  they  will  not  be 
broken  up  by  the  posts  which  support  the  roof  of  the 
storehouse.    These  should  be  hidden  by  the  bins  or 
pa,ckages  of  stores. 

214.  Bins  and  package  goods  should  be  arranged 
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a3-ong  sub-aisles  tio  that  light  from  the  windows  will 
fall  dowt)  th8  length  of  thase  aisles.    The  follow- 
iDg  diagrams  show  the  correct  and  incorrect  methods 
of  interior  arrangement  of  the  storeroom: 
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215.  In  no  case  should  the  stores  be  arranged 
as  in  the  diagram  marked  "Incorrect."-    Dependence 
can  not  be  put  on  the  light  that  v\flll  filter  over 
the  tops  of  the  piles  of  stores,  even  though  an 
aisle  of  a  foot  or  m.ore  be  kept  along  the  side  of  the 
storehouse.    It  should  be  noted  that  even  if  stores 
are  arranged  as  in  the  diagram  marked  "Correct"  a 
spaxe  should  be  left  between  the  wall  of  the  store- 
house and  the  stores.    Stores  which  are  stacked 
imii';edia.tely  against  the  wall  are  sub3ect  to  far 
greater  changes.,  in  temperatuire  than  are  stores  in 
cases  where  a  space  is  provided. 

216.  Another  disadva,ntage  of  arranging  stores 
as  in  diagram  marked  "Incorrect"  is  a  di.stinct  lack 
of  flexibility.    In  the  case  of  an  Addition  to  the 
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amount  of  adjacen--  piles-  of  other  articles.   When  the 
stores  are  placed  as  in  the  diagram  marked  "Correct," 
piles  ma,y  teir.poraril^r  "be  jxtanded  into  the  matin  aisls, 
even  though  the  width  of  the  aisle  is  for  th^  tiiuSi   be- 
ing decrep.sed  ^-t  that  point.    In  most  ca^ses  this  de- 
creased width  will  be  found  sufficient  to  permit  the 
pa-ssage  of  hand  trucks.   Moreover,  in  the  ca.se  of 
material,  the  quant  it-/  of  Which  on  hand  is  temporarily 
small,  the  "Correct"  arrangement  considerably  increases 
the  7;idth  of  the  main  aisle.    The  additiona^l  space 
which  is  furnished  in  this  wa/  can  generally  be  well 
utilized  as  packing  space.    In  case  a  nu^noer  of 
shipments  arp  being  gotten  ready  at  one  time,  the 
larger  ones  can  be  assembled  in  the  wider  part  of 
the  aisle,  and  tne  small  ones  in  the  narrov/er.    The 
shape  of  the  main  aisle  is  of  little  concern  providing 
that  space  enough  is  left  for  trucks  to  pass. 

217.    In  treating  on  storing,  supplies  should  be 
divided  into  t'«o  classes — those  stored  in  original 
packages  and  thobe  stored  loose  in  bins,  etc.    The 
first  class  covers  pra,ctically  all  articles  of  stand— 
e,rd  equipment,  such  as  canteens,  small  e.rms,  haver- 
sacks, etc.,  and  the  second,  spare  parts  and  supplies 
such  as  nails,  wire,  rope,  oil,  etc.   As  a  general 
thing  in  a  field  depot,  original  packages  should  be 
opened  onlv  when  the  stores  are  needed  for  supply 
so  that  odd  amounts  of  equipment  "would  be  issued  from 
only  one  oox;  but  spa.re  parts,  etc.,  might  be  stored  in 
bins. 

318.  In  piling  stores  a.lvvays  see  that  one  box 
of  each  item  is  readily  availacle,  and  as  a  general 
rule  where  space  permits  only  one  item  shoiild  be  in 
each  pile.    Stores  are  usua^lly  piled  in  sections 
about  20  X  20  feet,  with  an  open  space  around  each 
section.   (See  Appendix  F— ."Stowing. ")    The  height 
of  each  pile  is  usually  dictated  by  the  weight  of 
each  item, 

319.  In  the  proper  rotation  of  the  stock  on 
hand,  the  "Correct"  arrangement  of  the  storeroom  is 
of  great  value.   When  stock  is  a,rranged  along  the 
length  of  the  storeroom  there  is  a  natural  tendency 
to  issue  from  the  inner  or  maan-aisle  row  of  each 
double  pile.    It  is  pra,ctically  impossible  to  get 
out  a  box  on  the  v^all  side  until  the  corresponding 
one  on  the  main-aisle  side  has  been  removed.   The 
result  is  th?,t  the  wall  ro?/  remains  in  storage  for 
morths  while  the  aisle  row  is  cha^nged  constantly'. 

By  carefully  recording  the  time  of  arrival  of  stores, 
the  oldest  stores  may  be  issued  first,  if  the  arrange- 
ment of  the  storeroom  is  "Correct."   Boxes  should  be 
arranged  so  that  the  lAarking  on  their  ends  may  oe 
always  observed.    This  will  aid  in  the  proper 
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rotation  of  stores. 

230.    Where  time  and  fpxilities  permit^  bins 
should  be  constructed  of  ataridard  size,  with  stand- 
ard size  removable  and  Interchangeable  subdivisions. 
This  v7ill  greatly  aid  in  the  location  of  the  article 
as  ^siell  as  in  the  proper  arrangement  of  the  store- 
room. 

221,    The  standard  ordnance  packing  boxes  can 
be  used  to  great  advantage  6.s  bins  v^here  it  is  imposs- 
ible or  undesirable  to  install  permanent  ones.    Select 
from  the  stock  of  empty  or  partially  empt3''  boxes  the 
size  moot  commonly  used.   The  covers  of  these  boxes 
are  made  in  tvjo  pieces  tongued  and  grooved.    The 
tongued  half  should  be  nailed  in  its  usual  position, 
and  the  grooved  half  should  be  tacked  on  the  back  of 
the  box  in  order  to  prevent  its  loss.    The  boxes  may 
now  be  built  up  in  double  rows,  four  high. 
If  it  is  necessary  to  build  up  the  piles  higher  than 
this,  the  lower  t-j^o  rows  should  oe  built  of  boxes 
deeper  (in  a  horizontal  direction)  than  the  others. 
After  the  shallovver  boxes  are  placed  above,  a  ledge 
4  or  5  inches  wide  will  be  left  for  a  foothold  for  a 
man  reaching  up  into  the  upper  boxes.    In  the  case  of 
a  depot  which  is  likely  to  be  moved,  it  would  be 
desirable  to  remove  the  tongue  and  grooving  of  the 
cover  and  replace  this  by  a  pair  of  hinges.    By 
doing  this,  ha^lf  of  the  cover  can  be  nailed  per- 
manently in  2:>laQe,  y/hile  the  other  half  cain  be  dropped 
wnile  the  boxes  are  used  as  bins,  and  raised  and  se- 
cured if  the  same  boxes  s.re  to  be  used  a-s  containers 
for  transportation.    It  is  not  necessary  to  add  hasps, 
except  in  cases  where  it  is  advisa/ole  to  lock  articles 
up,  as  in  the  case  of  revolvers,  pistols,  etc, 

223.    A  system  should  be  devised  whereby  all 
perishable  stores  shall  be  inspected  at  certa.in  stated 
intervals;  and  the  record  of  the  last  inspections 
should  be  on  each  box.    The  proper  cards  or  memoranda, 
kept  in  the  chief  storekeeper's  personal  "tickler" 
and  moved  forward  after  eacn  inspection,  would  insure 
the  matter  being  attended  to, 

223.  A  bin  tag  7;ill  be  kept  -on  each  bin  where 
an  item  is  stored,  and  the  name  of  the  item  should 
appear  on  a  card  on  the  front  of  ea.ch  bin.   ?ihere 
stores  are  stored  in  original  packages,  it  is  well 
to  fasten  a  stake  to  the  floor  in  front  of  the  pile, 
to  carry  the  name  and  card  and  bin  tag.   Another 
simple  method  v./ould  be  to  nail  bin  tags  boards  to 
nearby  posts  or  roof  supports;  and  on  these  boards 
would  be  pockets  for  the  tags  for  all  articles  in 
original  packages  close. about. 

224.  Special  attention  must  be  paid  to  keep 
bin  tags  from  being  neglected,  and  a  system  should  be 
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installed  by  -whicli  they  will  be  checked  up  with  the 
recorclG  in  the  office  and  with  the  actual  stock. 
The  former  need  would  bo  taken  cara  cf  by  the 
schome  suggested  in  the  notes  on   the  Baj-anco  of 
Stores  secition^  i.  e.,  by  requiring  the  backer  to 
note  on  his  packing  or  checking  list,  each  time  he 
makes  an  entry  on  the  bin  tag.^  the  balance  that 
tag  shows.   Then,  v/hen  the  pacl^ing  or  -checking  list 
goes  back  to  the  Balance  of  Stares  that  proper 
entries  may  be  made  there,  the  Balance  of  Stores 
Clerk  can  at  the  same  time  see  that  his  *'cn  hand" 
column  checks  with  the  tag  balance.   The  latter  need 
should  be  taken  care  of  b^^  a  ccnctant  inventorying 
of  articles,  -jumping  about  here  aad  there  in 
accordance  with  Inventory  Schedule  sheets,  prepa-red 
so  as  to  include  all  items  and  so  that  each  item 
will  have  its  t-urn. 

325.   Overhead  space  in  the  "storeT.oom  should  be 
utilized  wherever  possible.   Tl  is  may  be  a-ccomplish- 
ed  by  the  storing  of  heavy  material  on  the  first 
levt3l  and  lighter  on  upper  levels^  in  the  case  of 
the  issuing  storohousef^;  or  by  the  use  of  platforms 
which  practical  J  y  m^^ke  the  store-houses  two  stories 
in  heights   In  the  latter  case  care  should  be  taken 
that  the  platforms  are  high  enough  to  enable  a  man 
to  comfortably  walk  beneath  thovn,  as  this  will  be 
found  of  great  advanta,g3  in  the  handling  v..'  ^ 
of  the  stores  on  the  first  level. 

236.    In  laying  out  your  £.tor chouse  it  is 
best  to  prepare  charts  showing  the  sections  in  which 
o^^h...   item  or  group  of  iucms  is  stores.    There 
should  also  be  cards  for  each  section  shov/ing  the 
particiilar  items  in  that  section;  and  similar  cards 
for  each  rack  of  bins.    It  would  be  well  to  have  a 
floor  plan  of  the  storehouse  showing  the  location  of 
each  section  and  a  list  of  all  articles  in  store 
showing  section  numoer,  rack  number;,  and,  where 
necessary,  bin  number,  for  each  article.    This  in- 
formation can  be  carried  on  Balance  of  Stores 
acccuno  described  herein. 

227.   Maga2.ine9,  are  the  places  designated  for 
the  storage  of  all  kinds  of  ammunition  and  explosives. 
They  should  be  at  least  100  yards  away  from  other 
storehouses.    For  convenience  in  receiving  and 
issuing  ammunition  of  the  sam.e  caliber  and  kind 
should  be  stored  in  the  same  or  e.djacent  magazines. 
For  detailed  requirements  for  the  storage  of  ex- 
plosives see  Ordna^nce  Pamphlets  No.  1720  "Re- 
gulations for  the  Transportation  of  Explosives;" 
No.  1872,  "Seacoast  Artillery  Ammunition  and  In~ 
sturctions  for  its  Preparation,  Care  and  Use;" 
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No.  1888,  "Regulations  for  the   Care  and  Test  of 
Smok3le.ss  Powder,  Etc." 

228 o   All  oils,  paints  and  other  material  of  a 
highly  combustible  but  ROt  explosive  nature  should - 
De  stored  apart  f:. orn  all  other  articles.,    The  oil 
house  should  ce  ?.t  least  100  feet  froiii  the  other 
storehouses.    In  general  it  will  be  found  ad- 
vantageous to  locate  the  oil  ho aces  of  the  ordnance 
depot  in  the  same  vicinity  as  the  oil  houses  of  the 
Quartermaster  Corps  in  order  to  secure  a.dvantage  of 
thei.c  police  and  fire  protection  in  this  respect, 

c.   Organization  and  discipline  of 
storehouse  personnel - 

229o    The  force  in  the  storehouse  v/ill  usually 
be  divided  into  about  fifteen  teams,  consisting  of 
a  packer  and  helper  in  each,  and  one  or  two  gangs 
consisting  of  an  assistant  foreman  or  packer  and 
four  or  five  helpers o    The  packer  teams  will 
usually'-  ship  and  receive  all  sma,ll  shipments,  and 
the  larger  gangs  will  take  care  of  the  large  ship- 
ments—usually receipts  and  shipments  made  in 
original  packages c    This  organization  is  not  to 
be  rigid.   Yi/hen  a  packei  does  not  need  a  helper, 
he  .6"hould  be  taken  away  from  him  and  when  any 
different  sized  force  is  needed,  it  can  be  made  up 
by  combination.    In  addition,  one  packer  can  be 
assigned  to  permanent  duty  in  the  spare  part  and 
supplies  section,    A  special  g-2tng  will  probably 
oe  provided  for  ammunition  work.    In  case  there 
are  not  sufficient  stores  going  through  at  a,ny  time 
'."  ■   /  to  keep  all  your  men  busy,  they  should 
immecLiately  be  put  to  vv/ork  over  hauling  and  clean- 
ing equipment. 

230a    The  preservation  of  discipline  in  a 
storehouse  is  extremely  essentia-1.   Regulations 
and  orders  should  be  carefully  studied  before  be- 
ing issued,  and  if  not  perfectly  poBsiole  of  per- 
formance should  be  altered  to  meet  this  condition. 

If  a  regulation.; is  found  to  be  not  practicable, 
do  not  let  it  die  a  natural  death,  but  repeal  it. 

231.    A  careful  study  of  the  am.ount  of  work 
performed  each  day  by  the  force  as  a  whole  and  oy 
different  individuals  and  sub-divisions  should  oe 
made  and  any  discrepancies  explained  by  the 
persons  concerned.    To  check  up  on  the  work  go 
over  the  files  of  issue  lists  and  invoices  of  in- 
coming stores  completed  each  day.    Note  the  time 
each  issue  list  or  invoice  was  received  by  the  man 
in  charge  of  the  packing  and  receiving  and  the  time 
required  for  the  job,  also  the  total  of  all  the 


-57- 


labor  indicated  by  these  records  for  the  day,  and  com- 
pare with  total  labor  available  that  day.    All 
packers  and  checkers  should  be  held  rigidily  re- 
sponsible for  their  work.   All  iiai3''',akes  can  be 
traced  from  the  initials  on  the  invoice  is  issue  list 
and  the  packers'  slips,  ''and.  the  person  responsible 
should  be  required  to  explain  an  error  on  a  blank 
form  YiThich  should  go  to  the  foreman  and  officer  in 
charge  for  remarks  and  thon  to  the  Depot  Commander 
for  the  necessary  disciplinary  measures. 

332.  An  efficiency  record  should  be  kept  for 
each  man  and  all  reports  for  or  a,gainst  be  filed 
therewith.   Records  should  be  examined  at  frequent 
intervals,  and  if  any  nan  is  not  holding  down  his 
job  he  should  be  demoted  except  when  in  lowest  grade^ 
when  seme  other  action  will  be  necessary.   Remember 
that  most  men  have  been  appointed  without  a  thorough 
tryout  and  there  should  be  no  hesitancy  to  reduce 
them  to  the  grade  where  they  belong*    The  reduction 
may  be  m.ade  either  through  appeal  to  the  Chief  of 
Ordnance  or  through  sentence  of  G.  C.  Mc  in 
aggravated  cases <> 

333.  Each  man  should  have  his  work  clearly 
designated,  a.nd  there  should  be  no  division  of 
respon&.ibility*    If  a  mistake  is  made  in  a  ship- 
ment, both  the  packer  and  checker  are  responsible 
and  the  blame  cannot  be  saddled  on  one  or  allowed 
to  fall  betvjeen  them* 

334.  A  set  of  storehouse  regulations  should  fee 
gotton  out  covering  the  following  points  and  should 
be  posted  in  c:>ni3picuous  places  aroimd  the  store- 
house and  published  to  the  depot  personnel  in  the 
form  of  an  order; 

1.  No  smoking  in  storehouse. 

2,  No  lanterns  (except  electricj  in  storehouse, 
3*   Inspection  of  insulation  of  electric  wiring. 

4.  Fire  drills,  alarms.,  apparatus,  etc 

5.  Regulations  in  regard  to  storage  of  explosives 

and  inf  lammabll  e  ar  t  i c  1  e  s » 

6.  Regulations  in  regard  to  storing  and  packing 

stores. 

7.'  If  on  foreign  service,  regulation  for  a  con- 
duct during  an  air  attack, 

8.  Regulations  in  regard  to  admission  to  store- 
house and  exterior  guards. 
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d«    Reof  i  zing  ajpd.  issuing  .atores. 
Reoeiving  Stores c 

235.   A  copy  of  each  invoice  on  which  stores 
are  received  will,  as  soon  as  received  from  the  in- 
voicing officer,  be  sent  bo  the  storehouse  v/he.re  it 
will  be  filed  until  such  time  aT  the  stores  arrive, 
when  they  will  be  checked  with  the  invoice  and  put 
av>raya    The  packer  &.nd  checker  will  each  initial  the 
invoice;  the  tine  the  invoice  was  given  the  packer 
and  the  time  that  it  was  turned  in  by  him  will  be 
noted  on  the  invoj.ce  and  the  elapsed  time  should 
show  the  time  required  to  recei\~e  and  check  the 
stores  and  put  them  away  and  the  pa.cker's  initials 
on  the  invoice  indicate  that  all  work  in  connection 
with  the  receipt  of  this  Fjhipment,  including  entry 
on  bin  tags,  has  been  completed  by  him;  and  he  should 
thoroughly  understand  this.    Large  shipments, 
especially  those  that  do  not  require  to  be  unpacked 
before  storage,  will  be  received  and  stored  by  a 
roustabout  ga.ig  of  four  or  five  or  more  laborers 
in  charge  of  an  ar-sisvant  forecian  or  packer.   All 
receipts  of  spare  parts,  cleaning  suToplies,  etc., 
will  be  received  and  put  away  by  the  packer  in  the 
spare  part  a,nd  supplLCP  section,  assisted  by  as 
many  men  as  may  be  necessary. 

2o6.   A  thor^ough  inspect ic;n  of  all  items  re- 
ceived with  the  exception  of  tnose  coming  from  an 
arsenal  in  sealed  packages,  wi.Ll  be  made  by  one  of 
the  Inspectors,  and  s.ny  defects,  or  shortages,  will 
be  noted  on  the  invoice  for  th3  information  of  the 
property  division^ 

S37.    The  invoice  having  been  turned  in  by  the 
pa,cker  and  discrepancies  noted  in  red  ink,  it  is 
initialed  by  the  storehouse  foreman  and  forwarded 
to  the  property  office. 

(See  Appendices  D  and  E  in  this  connection,) 

238 •   Unserviceable  equipment,  or  equipmient  be- 
longing to  oiir  ovrn  forces  which  has  been  picked  up 
on  the  battlefield,  should  be  sent  to  the  sorting 
roo^  of  the  repairs  branch,  for  inspection  a,nd 
proper  handling  there. 

Issuing  Stores 0 

239.    The  Issue  List  having  been  received  in 
the  storehouse  office,  is  stamped  and  filed  on  the 
unfinished  business  file  and  as  soon  as  a  packer  is 
available,  it  is  turned  over  to  him.,  the  time  he 
received  it  being  noted  on  the  Issue  List.    The 
packer  gets  out  the  stores,  prepares  his  box,  has 
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stores  inspected  an  I  oheckad.  by  the  inspector, 
packs  stores,  closes  box  and  seals,  inserting  packer's 
slip  witn  his  narr»e  and  that  of  inspsctor  on  it.    The 
packer  then  puts  the  proper  iLarkings  on  the  box,  as 
required  by  0,  P,  R,,  par.  121,  and  A.  R,  1547. 
The  depot  reoLiisltion  nuniber,  as  put  on  the  requisition 
by  the  requisition  clerk,  ?^nd  shov«n  on  the  packing 
listj  should  also  be.  put  on  each  box.    This  is 
standaxd  practice  at  all  arsenals  and  permanent  de- 
pots., and  facilitat'-:>s  checking  a-nd  fut\ire  reference. 
Usually  "standing"  stencils,  tha,t  may  be  used  over 
and  over  again,  are  prepared  on  a  stenciling  machine, 
to  give  the  data  required.   A  model  stencil  can  be 
made,  in  the  folio?/ ing  form: 

U.    S-    No,  "SJt*  Lbs. 

To 

From     Depot  Ko,   6 

Paris,    France. 
InvM. 

1254  5   67890 

240.  The  numbers  can  be  filled  in  by  using 
the  second  stencil  i^hown.   After  the  word  "to" 
the  name  and  address  of  the  consignee  are  to  be  put 
in,  individual  stencils  being  cut  for  the  purpose. 
TJhere  shipments  axe  made  ofoen  to  the  same  officer, 
stencils  should  be  carefully  handled  and  put  after 
use  into  a  rack  boxod  off  to  give  a  compartment  for 
each  letter  of  the  alphabet. 

241,  The  data  3ust  mentioned  is  usually 
stenciled  on  the  top  of  the  dox.    On  one  of  the 
ends  (preferably  en  both)  is  to  be  put  the  contents 
of  the  box^  as  required  by  par.  123.  C.  P-  R.    If 
the  box  contains  but  one  or  two  kinds  of  articles, 
they  should  ce  stenciled  on  the  end— e.  g»,  "100 
canteens  model  of  1510;"   if  numerous  kinds  of 
articles,  the  label  ''Miscellaneous  Stores"  "Saddler's 
Hardware,"  etc.    The  "shell  and  flame"  is  usually 
put  on  each  end,  near  the  edge.  . 

242*   Whenever  a  box  which  was  previously  marked 
is  to  be  repacked,  and  when  part  of  the  contents  are 
removed,  the  new  number  of  articles  should  be 
stenciled  on,  after  first  removing  the  old  with  a 
scraper  or  orawing  knife.   Vs/hen  e.ll  of  shipment  is 
complete,  and  the  checker  has  re-checked  to  see  that 
weights,  contents,  etc.,  are  properly  marked,  /- 
packer  transports  the  boxes  to  the  proper  loading 
platform. 

243.   Care  must  be  observed  by  the  packers  to 
prevent  breakage  in  shipment,  and  instructions  should 
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be  given  and  closely  followed  in  shipping  all  stand- 
ard articles.   Regulations  oi  the  Interstate 
Comnerce  Commission  ia  regard  to  shipments  \)y   rail 
must  be  closely  adhered  to,  both  in  this  country 
and  overseas, 

244.  Before  shipment,  packer  enters  numbers 
and  weights  of  each  box  on  the  invoice  so  that  the 
contents  of  each  box  are  shown  by  the  invoice. 
This  assists  receiving  officer  in  checking  the 
shipment  as  well  as  furnishing  necessary  informant  ion 
for  the  bill  of  lading.   Ordinarily  the  bills  of 
lading  are  prepared  by  the  Quartermaster,  but  it  will 
probably  be  found  more  convenient  to  have  one  of  the 
Depot  Ordnance  Officers  appointed  as  Acting  Quarter- 
master for  this  pu::pos8  ahd  have  all  bills  of  lading 
prepared  in  the  depot  office.    Special  attention 
must  be  given  to  the  packing  of  overseas  shipments, 
and  special  regulations  should  be  issued  covering 
this  matter  to  include  requirements  for  data  in 
regard  to  cubic  displacement  of  boxes  and  values  of 
stores  received. 

245.  In  case  any  of  the  "stores  called  for  on 
Issue  List  are  not  e.vailcible,  the  present  practice 
is  to  line  out  missing  items  in  red  or  change 
numbers  in  red  where  less  than  the  number  of  any 
item  required  is  available.   Ufhen  an  Issue  List 
for  shipment  of  stores  not  on  hand  is  received,  it 
is  placed  on  a  live  file  and  this  file  is  compared 
daily  with  the  record  of  receipts  to  determine  when 
the  stores  becom^e  available  for  issue.    The  de- 
cision as  to  whether  a  pa.rtial  shipment  shall  be 
made  or  whether  the  entire  shipm.ent  will  be  held 
until  arrival  of  the  missing  item.s  has  already  been 
determined  by  the  requisition  clerk  and  balance  of 
stores  clerk;  and  if  the  bci.lance  of  stores  system 
described  herein  is  used^  all  stores  on  Issue  List 
will  be  available  for  issue,  as  stores  not  ava.il- 
able  will  not  be  entered  on  shipping  list. 

246 o    Issuing  of  spare  pa.rts  and  cleaning  and 
preserving  material  will  be  done  under  direction  of, 
or  by,  the  packer  in  the  spare  parts  division, 

247.  For  additional  notes  on  storehouse 
practice  in  issuing  and  receiving,  see  Appendices 
A  and  D. 

e.   Equipment  for  handling  ordnance  stores 
and  supplies. 

248.  This  subject  is  worthy  of  considerable 
study,  but  only  a  few  general  rules  can  be  given  as 
the  local  conditions  must  very  largely  determine  the 
amount  and  types  of  equipment  to  be  used. 
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As  a  general  rule,  the  following  articles  will  be 
essential  in  a  depot: 

12  two-wheel  hand  trucks. 
6  four-wheel  hand  trucks  with  extra  platforms. 
2  piling  machines  or  revQlva,tors, 
About  50  shot  trucks  of  different  size,  depend- 
ing upon  the  equipment  of  the  artillery  of  the  di- 
vision, 

249.    In  addition  to  this,  overhead  travelers 
are  desirable  when  the  permanency  and  strength  of 
the  buildings  permit.   Swinging  cranes  with 
differential  blocks  and  shot  tongs  will  be  needed 
for  loading  la.rge  projectiles  into  cars  and  trucks. 
The  use  of  slides  will  probably  not  be  necessary 
because  of  the  fact  that  all  buildings  will  be  one- 
story.    As  a  general  thing  a  division  depot  will 
not  be  large  enough  to  warrant  local  power  transporta- 
tion for  anything  with  the  possible  exception  of 
ajnmuni-clon,  when  a  naxrow  gauge  with  some  form  of 
electric  of  gasoline  tractor  might  be  used.    Here 
again  local  conditions  will  govern,  and  it  is 
recomr.ended  that  there  be  ascertained  the  relative 
costs  of  transportation  by  man  power  and  by  motor 
power,  the  average  daily  movement  determ.ined,  and 
that  it  De  considered  whether  motor  transportation 
would  enable  some  of  the  force  to  oe  dispensed 
with  and  then  each  individual  problem  be  settled  on 
its  own  merits.   As  a  general  rule,  if  costs  are 
equal,  the  use  of  any  mechanical  aid  is  always 
advisable.    The  provision  of  an  abundant  supply 
of  tools  such  as  nail  pullers,  screw  drivers,  hammers, 
box  hooks,  etc.,  is  essential.    In  addition  each 
packer  should  have  his  own  tool  box.   A  stencil 
machine  must  be  provided  in  the  packing-room. 

II.   REPAIR  BRANCH. 
(a)  Depot  Repair  Shops. 

250  The  shops  of  the  repair  branch  should  be 
as  conveniently  situated  as  possible  to  the  office  of 
the  depot,  in  order  to  facilitate  supervision  of 
the  work.    It  is  frequently  necessary  for  the  depot 
ccmmander  to  make  decisions  of  importance  as  to  the 
extent  of  repairs  to  be  m.ade.    All  shops  should 
have  appropriate  shelves  with  compartments  for  the 
spare  parts  used  in  the  repairing  operations. 

251.    There  should  be  in  the  shops  some  simple 
method  of  keeping  track  of  materials  used  in  repairs, 
that  they  may  be  properly  dropped  from  the  property  re- 
turn. 
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252.  Due  to  the  absolute  lack  of  standard- 
ization in  the  conditions  und'='r  waich  we  are  working, 
the  ordinary  method  of  getting  out  material  under 
carefully'-  worked  out  Dills  of  mater lial  cannot  be  used. 
With  one  30b  different  from  the  other  no  fixed,  most 
economical  issues  of  material  can  be  made.    The 
nearest  approach  to  the  bill  of  materials  method 
would  come  through  having  the  officer  in  charge  of 
shops,  or  the  senior  noncom, ,  estimate  the  supplies 
needed  for  each  30b;  and  this  estimate  could  be  incor- 
porated on  a  ffiaterial  list  sent  through  the  balance 

of  stores  clerk,  the  material  dropped,  and  the 
supplies  transferred  to  the  repair  shops. 

253.  But  this  method  has  tv/o  serious  draw- 
backs.   First,  estimates  would  be  rough,  at  best, 
resulting  in  waste  through  overissue  or  under-issue, 
with  the  accompanying  large  amount  of  scrap;  and, 
second,  material  v/ould  be  dropped  by  the  balance  of 
stores  clerk  a.s  issued  when  it  was  still  in  the  de- 
pot.   Suppose,  under  these  conditions,  a  call  should 
come  in  from  the  field  for  such  materials  and  that 
the  storehouse  stock  were  exhausted.   As  far  as  the 
stores  records  show,  there  is  no  stock  in  the  depot; 
yet,  as  a  matter  of  fact,  some  of  the  materials,  in 
quite  large  amount,  mxight  be  in  the  shops  still  un- 
toucned,  and  could  be  diverted  to  the  more  urgent 
repairs  in  the  field. 

254.  A  better  plan,  eliminating  the  objections 
just  given,  would  be  as  follows:   Issue  material  for 
repairs,  in  bulk,  to  the  shops,  carrying  such  issues 
on  the  Balance  of  Stores  records  as  apportioned  or 
"Obligated,  "  with  a,  red  ink  entry  or  a  special 
notation  in  the  "Remarks"  column  to  show  the  nature 
of  the  transaction.   As  m.aterial  is  used  up,  have 
the  responsible  noncom.  in  charge  of  the  work  enter 
it  on  a  material  slip,  showing  the  job  worked  upon, 
etc.    On  these  slips,  properly  0.  K.'d  by  the 
officer  or  senior  noncom.  in  charge  of  shops,  the 
stores  can  be  dropped  from  "On  Hand."   If  "On  Hand" 
and  "Obligated"  columns  do  not  exactly  agree  when 
an  issue  of  m.aterial  is  used  up,  correction  entries 
on  the  stores  record  may  be  made;  or  slight  additions 
or  deductions  could  be  made  on  job  tickets,  subject 
to  the  approval  suggested  above.    This  method  would 
show  always  the  true  amount  on  hand  in  the  depot, 
would  eliminate  wastage,  and  is  sim.ple  to  handle. 

Of  course,  material  in  the  shops  must  be  included  in 
any  checking  of  records  by  actual  inventory. 

255.  The  sorting  room:   Stores  received  from 
troops  in  an  unserviceable  condition  should  be 
brought  to  the  sorting  room  and  laid  out  in  such  a 
manner  that  small  components  or  articles  are  grouped 


-63- 


together  with  a  view  to  facilitating  their  later 
repair.    It  is  ra.ther  difficult  to  give  definite 
in format ion  as  to  the  amount  of  room  and  equipment 
nedecsary.    There  should  be,  hoy^ur^ev-' ,.  one  or  two 
benches  with  compa-rtments  about  1  or  3  feet  square 
built  inoO  the  top,  and  there  should  be  along  one 
side  of  the  room  several  large  bins  ax}proximately 
2  feet  long  and  3  feet  deep.    In  sorting  any 
particular  class  of  stores  the  bins  on  the  benches 
and  the  large  bins  on  the  floor  can  be  temporarily 
tagged  to  facilitate  such  work.    As  a  general 
proposition  the  sorting  room  should  be  kept  as  free 
from  stores  as  possible;  that  is  to  say,  as  soon  as  a 
given  set  of  unserviceable  equipment  is  sorted  the 
whole  should  be  removed  from  the  sorting  room  and 
sent  to  the  repair  shop. 

256.  Carpenter  shop:  The  work  which  the 
depot  carpenter  will  be  called  upon  to  do  will  con- 
sist in  general  of  the  following:    (a)  Making  rough 
furniture  for  the  depot  use;  (b)  making  boxes  and 
crates  for  the  shipment  of  stores  from  the  depot;  and 
(c)  occasional  repair  work  on  artillery  vehicles,  such 
as  battery  wagons^  store  wagons,  etc. 

The  requirements  of  the  carpenter  shop  are  a  good 
light  carpenter's  bench,  or  benches,  and  a  wide  door 
opening  in  such  a  manner  that  vehicles  and  lumber  may 
be  brought  in  v/hen  necessary. 

257.  Small -arms  repair  shop:   Work  in  this  shop 
will  consist  mostly  in  replacing  parts  of  rifles  and 
pistols.   For  this  purpose  it  is  not  necessary  to 
have  a  large  space,  provided  there  be  temporarily 
available,  conveniently  located,  plenty  of  floor 
space  whenever  there  are  large  shipments  of  rifles  to 
be  repaired.   There  should  be  two  or  more  benches, 
unusually  strong  in  construction  about  2  feet  wide 
and  3  feet  long,  and  each  of  these  should  be  equipped 
with  a  very  heav^/  vise  issued  especially  for  the 
purpose.   This  vise  should  be  provided  with  wooden 
;iaws  to  use  v/hon  working  upon  the  stock  of  the  rifle, 
or  disassembling  parts  of  the  rifle  from  the  stock. 
These  benches  should,  if  practiceable,  be  near  a 
window  in  order  to  facilitate  inspection  of  the  bore 
of  the  rifle. 

258.  Machine-gun  repair  shop:   The  requirem.ents 
of  the  machine-g^jn  r^c.air  shop  are  almost  identical 
with  those  of  the  small-arms  repair  shop.    In  fact, 
these  tv70  shops  may  be  in  the  same  room,  if  necessary. 
There  is  likely  to  be  a  large  amount  of  instruction 
work  pertaining  to  m.achine  guns,  and  extra  room  for 
this  must  be  provided. 

259.  Horse-equipment  repair  shop;    The  repair 
fef  horse  equipment  requires  a  minimum  space  of 
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approximately  10  oy  15  feet  for  each  saddler  working 
In  the  shop.    Each  eadtller  should  have  a  typical 
Saddler  ^s  bench,  v/hich  is  usually  about  6  or  8  f^et 
long  and  2  or  2^  feet  deep.    These  benches  are 
built  somewhat  higher  than  the  average  workbench, 
so  that  the  top  is  about  the  level  of  a  man's  elbow. 
On  the  back  of  this  bench  the  saddler  usually  de- 
sires a  vertical  board  approximately  a  foot  high, 
upon  which  he  may  keep  his  tools  within  easy  reach. 
At  each  bench  should  also  be  provided  a  stitching 
horse,  such  as  is  regularly  provided  for  this  pur- 
pose by  the  Ordnance  Department.    One  drawer  should 
also  be  built  with  the  bench.   The  ideal  equipment 
of  a  saddle  shop  vjill  also  include  a  cutting  bench, 
which  is  built  rather  solidly  and  about  the  height 
of  an  ordinexy  carpenter's  bench,  or  slightly'-  lower. 
For  this  bench  one  or  more  cutting  boards  must  be  pro-^ 
vided.    This  cutting  board  should  be  made  of  the 
finest  soft  wood  available,  without  knots  or  seams, 
should  be  2  inches  tnick,  6  feet  long,  and, if 
possible,  18  inches  to  2  feet  wide.   Around  the 
sides  below  the  top  may  be  conveniently  placed  pegs 
on  which  may  be  hung  cutting  patterns,  etc.    There 
should  also  be  at  least  one  leather-sewing  machine, 
which,  if  practicable,  should  be  motor  driven.   This 
sewing  machine  should  have  a  solid  foundation  that 
is  at  least  equal  in  strength  to  a  plank  floor,  and 
the  space  required  will  be  approximately  10  square 
feet  for  the  machine  and  10  square  feet  for  the  work, 
with  as  much  additional  floor  space  as  can  be  spared 
■for  piling  large  work,  like  aparejos  and  other 
articles  of  pack  equipment. 

260.   Personal-equipment  repair  shop:    It 
should  be  understood  that  certain  parts  of  personal 
equipment  will  naturally  be  repaired  by  a  saddler. 
This  paragraph  will  therefore  describe  the  repair  of 
equipment  which  cannot  be  repaired  in  the  saddlery 
or  horse-equipment  shop.    Other  repairs  to  personal 
equipment  consist  of  tv70  general  types:  (a)  Darning, 
mending,  or  patching  the  cotton  duck;  or  (b)  inserting 
eyelets,  snap  fasteners,  etc. 

For  this  work  each  workman  will  require  a  sm.all 
bench,  rather  lightly  built,  about  2-|  by  4  feet. 
The  darning,  mending,  and  patching  will  be  hand  v;ork 
as  a  rule,   and  is  usually  conveniently  done  with  the 
assistance  of  a  stitching  horse,  such  as  is  useid  for 
the  repair  of  leather  goods.    These  are  not  always 
available  nor  are  they  necessary.    The  eyelets, 
grommets,  and  snap  fasteners  are  inserted  with  the  aid 
of  small  special  tools  furnished  by  the  Ordnance  De- 
partment. 
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261.    Artillery  repair  shop:   The  work  done 
in  this  shop  v/ill  be   similar  in  character  to  that 
done  in  the  ordinary  garage.    There  must  be  a  hard, 
smooth  floor,  a  large  door  which  will  permit  the 
vehicles  to  be  wheeled  in  and  out,  several  heavily 
built  machinists'  benches,  room  for  the  necessary 
machine  tools  and  for  the  considerable  amount  of 
riveting  which  will  have  to  be  done.    Provision 
should  be  made  for  sufficient  floor  space  to  work 
on  several  6-inch  howitzer  carriages  at  the  same  time, 
a  minimum  floor  space  of  160  square  feet  being 
essential.    The  equipment  of  the  Field  Artillery 
repair  shops  should  include  the  following  machines 
and  accessories:   A  gasoline  engine,  com.plete  with 
all  parts  necessary  for  its  installation,  and  spare 
parts  for  its  repair;  a  gasoline-generating  outfit; 
a  bench  lathe;  an  engine  lathe;  a  milling  machine 
with  the  requisite  milling  cutters;  a  grinder;  a 
shaper^  a  hand  drill;  a  hack-saw  machine;  a  welding 
outfit;  an  air  compressor  with  the  requisite  air 
hammers;  pulleys;  leather  belting;  the  necessary 
machine  tools;  hand  tools;  dies;  taps,  jigs;  wrenches; 
mandrils;  rivets;  washers.    A  large  amount  of  mis- 
cellaneous equipment  should  also  be  on  hand,  such  as 
sandpaper,  emery  cloth,  oil  of  various  kinds,  resin, 
etc. 

362.   Motor  vehicle  repair  shop:    This  repair 
department  requires  no  particular  description,  as 
the  requirements  are  identical  with  those  of  a 
commercial  garage.    This  shop  may  be  conveniently 
conducted  in  connection  with  or  adjacent  to  the 
artillery  repair  shop  described  in  the  preceding 
paragraph,  as  the  character  of  the  work  is  very 
similar. 

263.  Optical  instrument  repair  shop;   This 
shop  should  be  as  free  from  vibration  as  is 
practicable.    It  should  be  well  lighted,  and  as  dry 
as  possible  under  the  prevailing  conditions.    There 
should  be  several  benches,  such  as  are  ordinarily 
seen  in  jewelers'  repair  shops. 

264.  The  booklets  of  instruction  which  are 
necessary  to  properly  repair  all  ordnance  material 
are  furnished  by  the  Ordnance  Department.   A  List 
of  these  may  be  found  in  Ordnance  Pamphlet  1467, 
pp.  24-32.    This  pamphlet  is  a  list  of  the  pub- 
lications of  the  Ordnar^ce  Departm.ent. 

(b)  Mobile  Repair  Shops. 

265.  The  machine  shop  trucks  and  mobile  repair 
shops  are  similar  to  the  repair  shops  in  the  depot 
in  regard  to  their  functions.    They  consist  of 
motor  trucks  which  carry  as  many  of  the  machine  tools 
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cLnd  ths  accessories  necessary  for  proper  repair  of 
equipment  as  can  be  provided  in  the  limited  space 
availab3.e.    The^'-  are  not  intended  to  handle  the 
larger  or  the  more   intricate  repaJ.rs,  but  merely  to 
keep  the  simpler  repairs  from  coming  back  to  the 
ordnance  depot  and  blocking  all  work  at  that  point. 

266.  These  mobile  repair  shops  are  no  Icnger 
connected  with  the  depot.    They  compose  a  separate 
orga,nization,  as  part  of  the  divisional  trains, 

(G.  0,  109,  1917.) 

D.   INSPECTION  DIVISION. 

267.  For  general  information  concerning  this 
division,  see  General  Orders  No.  11,  War  Department, 
1916. 

■  1-  INSPECTION  OF  MATERIAL  RECEIVED. 

268.  The  principal  inspection  function  of  the 
field  depot  consists  of  the  inspection  of  material 
received  from  contracts.   Material  which  comes  direct 
from  arsenals  does  not  have  to  be  inspected,  but  all 
which  is  received  from  contractors  must  be  properly  in- 
spected as  to  quantity  and  quality.    Specifications 

should  be  lived  up  to  in  detail,  or  the  attention  of 
the  lieutenant  in  command  of  the  inspection  division 
called  to  any  difference.   He  will  take  the  action 
on  each  case  that  it  may  require. 

II.      INSPECTION  OF^IATERIAL   IN  SERVICE. 

269.  The  division  ordnance  officer  ma^''  at  any 
time  ask  the  inspection  division  to  delegate  a  man  to 
proceed  to  a  given  organisation  and  inspect  any  or  all 
of  the  ordnance  property  on  hand  in  that  organization. 
The  inspector  should  report  to  the  commanding  officer 
of  the  organization.   This  report  should  be  made 
direct  to  the  division  ordnance  officer. 

III.   INSTRUCTION. 

270.  The  Instruction  section  of  the  inspection 
division  has  to  deal  almost  entirely  with  instruction 
in  regard  to  machine  guns.   This  instruction,  as  now 
contemplated  (see  duties  of  Officer  in  charge  of 
Machine  Gun  and  Inspection  Division),  will  be  carried 
on  mostly  outside  the  depot,  in  schools  back  of  the 
lines.    The  instruction  in  the  machine-gun  school 
should  teach  the  soldiers  enough  about  the  mechanical 
handling  of  the  guns  to  do  away  as  far  as  possible  with 
the  troubles  which  are  experienced  with  jams, 
malfunctions,  breakages,  and  mechanical  abuse..   The 
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firing  for  practice  in  reducing  jams  should  all  be 
done  from  entrenchments  03:  hasty  cover,  in  order  to 
get  the  men  used  to  working  with  the  g\ins  under 
service  conditions.    No  remedies  which  cannot  be 
made  by  any  intelligent  member  of  the  machine-gun 
company  should  be  taught  at  the  school.   This  is 
most  important  because  fanciful  remedies  which 
cannot  be  understood  by  the  soldier,  or  which 
involve  altering  the  parts,  will  not  encourage  the 
man  to  think  that  he  is  master  of  his  weapon. 
Part  of  the  instruction  should  be  spent  with 
artificially  produced  stoppages.   Tables  should 
be  made  out  giving  a  list  of  the  symptoms,  such  as 
characteristic  positions  of  the  handle  or  gas  lev^r 
when  the  gun  stops.   The  probably  cause  of  these 
symptoms  and  the  remedial  action  to  be  taken  for 
each  type  of  jeun  should  be  explained  in  details 


-6  a- 


.. .  »■  'J  k^ 


1-< 


V -t 


APPENDIX   "A." 


DISTRIBUTION  OF  STTPPLIES — 1. 

Procedure  and  Routing  of  Tapers  in  Distribution 
of  Supplies  on  Requisition. 

271.  The  requi'^^ition  comes  in  from  the  field, 
approved  by  line  Com.oi?/nders  and  Division  Ordnance 
Officer  and  is  received  and  stamped  by  receiving 
mail  clerk. 

272.  It  is  then  passed  to  the  requisition  desk 
where  it  is  given  a  house  nv:mber.    It  is  there  ex- 
amined by  an  experieoocd  o^rficer  or  non-com.  (usually 
chief  requisition  clerk)  and  if  issue  is  urgent  a 
red  tag  is  attached.   An  acbistant  clerk  then 
verifies  the  authority,  examines  the  signatures 
approving  the  requisition,  and  makes  any  necessary 
changes  in  form.. 

273.  The  requisition  then  goes  to  the  Balance 
of  Stores  derk,  where  csi^portioaments  are  m.ade  and  the 
stores  availccble  for  issue  are  indicated.    These 
appo:' u  j.onments  should  be  mp„de  at  once  so  that  Budden 
demands  will  not  cauac;  the  strn-.k  to  be  exhausted  be- 
fore ii   refill  order  cjc-n  be  rcc'-.ived.  ^   The  requisition 
is  then  returned  to  the  requisi-'-ion  desk,  where  a 
clerk  makes  cut  a  requir.i'c  Icn  for  shortages,  if  any, 
and  indicates,  opposite  each  item  on  the  requisition, 
action  taken.    The  items  which  will  be  shipped  in  a 
second  i83u.3  are  so  marked.    A  clerk  then  ma,ils  the 
Requisitioning  Officer  a  notice  of  the  receipt  and 
disposition  of  his  requisition,  placing  a  duplicate 

of  the  notification  in  the  dead  file. 

274.  The  requisition  then  goes  forward  to  the 
invoice  desk  where  a  clerk  prepares  the  necessary 
invoices  and  receipts  for  the  items  marked  a,vaiiable. 
Eight  copies  will  usually  be  sufficient,  as  the 
three  copies  which  formerly  went  to  the- shipping 

Q.  M.  can  be  dispensed  v-^i'tti  where  the  officer  in 
charge  of  storehouse  acts  as  Q.  M.    If  the  issue  is 
urgent,  the  date  before  which  the  shipment  must  be 
made  is  noted  on  the  issue  lists  a,nd  the  copies 
are  sent  to  the  storehouse  at  once  by  special 
messenger.    If  a  second  iseue  is  to  be  madOj  the 
first  papers'  are  stamped  "partial  issue"  and  the 
second  issue  invoices  and  receipts  are  prepared  and 
stamped  "second  issue."   The  requisition  is  then 
returned  to  the  requisition  desk,  where  it  is  placed 
in  a  live  file  until  notification  is  received  that 
all  stores  requi'3itioned  for  have  been  shipped, 
have  been  ordered  from  some  other  supply  point,  or 
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that  certain  items  have  been  disapporved.   The 
requisition  is  then  placed  in  the  dead  file. 

275.  The  tv;o  issue  or  packing  lists  (copies 
7  and  8)  of  both  first  and  second  issues,  if  there 
be  two  issues,  are  then  seat  to  the  storehouse 
office  while  the  other  six  copies  of  both  issues  go 
to  a  live  file  in  the  Balance  of  Stores  Branch  to 
await  the  copy  which  will  oe  returned  from  the  store- 
house.   The  issue  lists  are  stamped  with  the  time 
received  in  the  storehouse  office  and  are  then 
passed  to  a  live  file*    Here  they  are  held  until  a 
packer  is  available,  when  one  copy  is  turned  over 

to  him,  the  time  he  receives  it  being  noted  on  the 
issue  lists.    The  two  issue  lists  for  the  second 
issue  are  kept  in  the  live  file  and  compared  daily 
with  the  receipts  until  stores  are-  available  for 
issue,  when  the  routing  outlined  below  for  first 
issue  papers  is  followed. 

276.  Based  on  the  copy  that  is  turned  over  to 
the  packer,  the  issue  is  made  from  stock,  bin  tag 
corrected,  and  items  checked.    The  inspector  then 
re-checks  and  inspects  the  issues  and  the  packer 
enters  the  U.  S.  numbers  and  weights  of  each  box  on 
the  issue  list.    This  information  which  is  later 
incorporated  in  the  shipping  list,  not  only  assists 
the  receiving  officer  in  checking,  but  furnishes 
necessary  information  for  making  out  the  Bills  of 
Lading. 

277.  With  the  last  step  completed  in  the 
storeroom  the  issue  list  is  retui'ned  to  the  store- 
house office  and  is  stamped  with  the  time  when  it. 
is  received  from  the  packer.    The  date  the  stores 
are  ready  for  shipment  is  then  entered  and  the  issue 
list  is  passed  to  the  clerk  in  charge  of  files,  who 
removes  copy  7  from  the  live  file  and  enters  on  it 
data  for  the  shipping  list,  which  is  to  go  to  the 
consignee.    Copy  8  is  then  sent  to  the  Acting  Q.  M. 
(  in  our  ca,se  the  officer  in  charge  of  the  store- 
house), who  prepcired  four  copies  of  the  B/L.   Of 
these  the  original  and  one  memo  are  receipted  by 
carrier  or  his  agent.    The  original  is  mailed 

by  the  Depot  Q.  M*  to  the  receiving  Q.  M. ,  while 
the  receipted  memo  is  mailed  at  the  end  of  the  day, 
together  with  the  letter  of  transmittal  of 
memoranda  B/Ls,  etc.  (q.  M.  C  No.  169)   to  the 
central  paying  or  accounting  Q-  M. * 

*  The  officer  in  charge  of  storehouse  will  also  pre- 
pare in  duplicate,  at  the  end  of  each  month,  a  report 
of  bills  of  lading,  etc. (Q.  M.  C.  No.  151), listing 
all  bills  of  lading  issued  at  the  depot  during  the 
month.  The  origina,l  will  be  mailed  in,  within  ten  days 
after  the  end  of  the  month,  to  the  Q.  M.  G.  The  dup- 
licate Y/ill  be  retained  in  storehouse  records. 
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The  shipping  order  signed  hy  the  Depot  Q.  M.  is 
retained  by  the  carrier  or  his  agent,  while  a 
second  memo  B/L  (usually  stamped  "property  shipped") 
is  placed  in  a  permanent  file,  together  with  the 
issue  list  from  which  the  bills  of  lading  were  pre- 
pared.   The  second  memo,  can  very  well  be  dis- 
pensed with,  as  the  issue  list  retained  in  the  store- 
house office  is  sufficient  record  of  stores  shipped. 
If  it  is  desired  to  retain  a  receipt  from  the  ca-rrier 
in  the  storehouse  office,  the  carrier  could  receipt 
either  on  the  retained  memo,  or  on  the  issue  list, 
if  the  memo*  is  to  be  dispensed  with*   In  most  cases 
this  completes  the  storehouse's  end  of  the  transaction- 

278.  In  rare  instances,  due  to  discrepancies 
between  the  Balance  of  Stores  Bookstand  Stock  actually 
on  hand,  items  listed  on  the  issue  list  will  be 
short*.   Where  such  is  the  case  the  packer  will 

line  out  the  missing  items  in  red  ink,  or  change  the 
numbers  in  red  ink,  where  less  than  the  number  of 
any  item  required  is  available.    When  the  issue  list 
is  returned  to  the  storehouse  office,  the  copy  in 
the  live  file  is  removed  and  shortages  noted  thereon 
in  red  ink.    The  corrected  copy  is  then  sent  to  the 
Balance  of  Stores  Branch  where  copies  1  to  6  are  al- 
ready on  file.    These  are  removed  from  the  file  and 
corrected  to  agree  with  the  issue  list  and  a  notice 
is  sent  to  the  requisition  clerk  to  order  the  stores 
which  are  short.    At  the  same  time  the  invoice  clerk 
is  notified  to  prepare  the  extra  issue  invoices  and  ■ 
receipts  for  the  shortages.   As  mentioned  above, 
the  situation  discussed  in  the  preceding  sentences 
v/ill  rarely  occur.    If  the  balance  of  stores  system 
as  planned  by  the  Ordnance  Office  is  installed,  all 
stores  on  the  issue  list  will  be  available  for  issue, 
as  stores  not  available  will  not  be  entered  on  the 
issue  list. 

279.  Returning  then  to  the  Balance  of  Stores 
desk,  we  find  a  clerk  entering  the  invoice  date  on 
all  copies  and  the  shipping  data  on  copy  5.    The 
Balance  of  Stores  Books  are  then  posted,  invariably 
from  the  issue  or  packing  list  and  all  copies  are 
sent  to  the  Returns  Branch  to  have  the  issuing 
officer's  voucher  number  put  on.    Copies  1  to  6  are 

♦See  "General  Cautions  in  Balance  of  Stores  Work" 
under  balance  of  stores  branch  in  the  accounts 
division  for  a  method  which  can  be  employed  to 
assure  correctness  of  the  stores  books. 
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then  sent  to -the  property  officer,  while  copy  7 
ie  posted  at  once  to  both  ti'.e  original  and  retained 
returns.    At  the  same  timr*   that  the  entries  are 
made  in  the  returns^  the  page  numbers  of  the  ret\arn, 
on  which  the  entries  are  made,  are  posted  opposite 
each  item  on  the  ip.sue  liet.* 

280,  The  procedure  herein  outlined  requires 
posting  to  the  returns  before  the  accomplished  re- 
<-e»iptn  come  back  from  the  consip;neec    This  is  not 
only  in  accord  with  standard  business  practice, 
but  is  in  ccmplia,ncs  with  regulations  laid  down  by 
the  Chief  of  Ordnance.    Ordnance  Property  Regula- 
tions, 1917,  par.  217,  states  "the  nujnbering  of 
the  vouchers  and  the  making  of  tne  entries 
authorized  by  tiiem  will  be  practically  simultaneous 
transactions, " 

281,  After  posting  is  made  to  both  returns, 
the  issue  list  with  the  retiorn  page  numbers 
Opposite  each  item  is  placed  in  a  live  file  in  the 
returns  branch.    Here  it  is  retained  to  await  the 
return  of  the  receipts  from  the  consignee. 

282,  Returning  to  copies  1  to  6,  we  find  them 

in  the  hands  of  the  property  officer.   This  individual 
is  usually  the  officer  in  charge  of  the  accounts 
division.    He  cigns  the  two  invoices  and  the  copy 
which  will  go  to  the  Chief  of  Ordnance.   This 
signature  is  not  only  evidence  that  the  transfer  of 
stores  is  made  with  the  permission  of  the  issuing 
officer,  but  is  also  a  medium  through  which  account- 
ability can  pass  from  the  issuing  to  the  receiving 
officer. 

283,  The  six  copies  then  go  to  the  mail  clerk 
who  mails  the  two  receipts,  the  two  invoices  and 
the  shipping  list  to  the  consignee  in  timiC  to  reach 
him  before  the  stores  arrive.    The  6th  copy  is 
sent  to  the  Chief  of  Ordnance.    Of  the  copies  which 
have  been  sent  to  the  consignee,  the  two  invoices 
and  shipping  list  are  retained  by  him,  while  the 
two  receipts  (after  the  shipment  is  checked  in) 

are  signed  and  returned  to  the  depot.    Here  they  are 
transferred  to  the  returns  branch,  where  the  issue 
list  is  being  held  in  a  live  file.    This  is  removed 
and  the  return  page  numbers  are  posted  therefrom 
to  the  two  receipts.    One  of  these  is  then  filed 
with  the  issue  list  as  a  voucher  to  the  Retained 
Return,  while  the  other  receipt  is  filed  as  a 
voucher  to  the  Original  Return,  which  will  be  for- 
v;arded  at  the  end  of.  the  accounting  period  to  the 
Chief  of  Ordnance. 

*  This  is  in  accordance  with  Ordnance  Property 
Regulations  of  1S17,  par.  213. 
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284.   With  this  operation,  the  work  involved  in 
the  distribution  of  supplies,  on  a  requisition  by 
railroad  or  motor  truck,  is  completed.    The 
variations  in  routing  where  issue  is  made  direct  to 
consignee  or  to  individuals,  at  the  depot,  is  ex- 
plained in  the  foot-note  to  the  chart. 
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APPENDIX  "B." 


DISTRIBUTION  OF  SUPPLIES— II. 

Procedure  and  Routing  of  Papers^  when  Requisition 
is  a  Property  Voucher. 

285.    The  distribution  of  supplies  on  vouchers 
requesting  the  replacement  of  articles,  fcllo^'TS 
clcsel3^  the  procedure  in  the  case  of  ordinary  re- 
quisitions..   It  differs  only  where  the  voucher 
characteristic  of  the  requisition  introduces  new 
ac c oun t  i ng  p r  o'c  1  ems . 

.286i. ;  An  approved  Report  of  Survey,  for 
example,  is  a  property  pe.per,'good  for  so  much 
property?-.    If  one  of  these  reports  is  turned  in 
to  the  depot,  with  the  request  that  the  articles 
which  it  lists  be  replaced,  and  not  all  the  items 
shOv;n  c^re  issued,  there  must  "be  some  method  of 
accounting  for  the  deficit,    Otherv/ise  the 
accounts  of  the  officer  requesting  the  replacement 
would  not  be  correct.    In  the  case  of  the  ordinary 
requisition  this  problem  does  not  arise,  for  the 
requisition  is  not  a  proparty  voucher;  invoice  and 
receipt  forms  are  simply  made  out  for  the  exact 
amount  of  property  icsued-. 

287.    In  the  former  case,  then.  Due  Certificates 
are  mp.de  out  to  keep  str?.ight  the  accountability. 
The^''  are  ma,de  out  for  those  items  which  the  Bcilance 
of  Stores  clerk  says  a.re  not  available  for  issue. 
Suppose,  though,  that  keeping  accounts  straight  is 
not  the  only  problem-.--that  the  officar  wishes  the 
a.rticles  short  sent  out  as  soon  as  availaole,  and 
that  v;e  are  not  to  ivaJt  until  he  presents  the  Due 
Certificates  whilch  W;3  originally  ga\'e  him  for  the 
shortages.   To  see  tha.t  such  issues  are  made.,  Second 
Issue  copies  of  Form  600  are  ma.do  out  for  ordinary 
requisitions,  as  shown  in  Appendix  A,    But  in  the 
present  case,  involving  the  voucher  requisition., 
the  matter  is  best  handled  by  the  making  out  of  two 
additional  Due  Certificates.,  exactly  like  the  two 
sent  to  the  requisitioning  officer,  if  the  articles 
short  are  urgently  needed.    In  addition,  the  extra, 
copies  of  Form  600,  needed  for  storehouse  use, 
shipping  list,  etc. — ^ust  as  in  the  ca.se  of  second 
issue  as  m?.de  for  ordinary  requisitions — would  be 
made  out.    The  additional  Due  Certificates  would 
be  held  at  the  B.  of  S.  de&k,  while  two  of  the  copies 
of  Form  600  would  go  to  the  storehouse,  for  the 
storekeeper's  live  file,  to  be  acted  upon  as  soon 
as  the  articles  com.e  in.    Then,  when  all  or  partial 
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issue  of  the  articles  originally  short  is  made*    Due 
Certificates  3.  and  4,  properly  executed,  are  sent  to 
the  requisitioning  officer  for  his  signature — that 
they  ma.y  become  valid  vouchers  to  tfee  Depot  Return. 
And,  when  copies  3  and  4  are  sent  hack,  the  officer 
is  requested  to  send  with  them  copies  1  and  2,  which 
were  given  to  him  origina.lly  to  keep  correct  his 
accountability.    Copies  1  and  2  arc,  of  course, 
copies  ,iffhich  were  signed  by  the  Depot  Property  Officer, 
and  for  his  protection  they  must  be  returned. 

If  only  part  of  the  articles  originally  short 
are  issued,  nev7  Due  Certificates  must  be  prepared 
for  the  rest.    Then  the  procedure  repeats  itself, 
just  as  in  the  case  of  third  or  fourth  issue  transfers. 

288.  On  all  these  vouchers  requisitions — Surveys, 

Statements  of  Charges,  Due  Certificates,  etc the 

depot  takes  credit  for  the  articles  shown  in  the 
proper  column  as  issued.    These  vouchers  are,  in 
other  words,  credit  vouchers  to  the  Depot  Return, 

for  the  amounts  entered  in  the  column  for  issues, 
the  proper  column  for  this,  on  each  form,  being 
shown  in  the  table  at  the  bottom  of  the  accompany- 
ing chart. 

289.  No  Due  Certificates  are  required,  if 
not  all  the  items  shown  on  a  "Requisition  for 
Articles  of  Maintenance  of  Equipment  C"  are 
issued.    This  form  is  really  not  a  voucher  at  the 
time  it  comes  into  the  depot;  and  credit  is  taken 
on  it  simply  for  the  articles  which  are  issued. 
The  form  is  included  here  because  its  routing 
through  the  depot  would  be  similar  to  that  for 
true  vouchers  requesting  replacement. 

290.  The  chart  is  practically  identical  in 
other  respects  with  that  for  ordinary  requisitions — 
identical  in  storeroom  and  shipping  procedure, 

Q.  M.  activities,  etc. 
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APPENDIX  "C." 

DISTRIBUTION  OF  STTPPLIES — III. 

Procedure  and  Routing  of  Papers — Sales  at 
Field  Depots. 

291.    The  distribution  of  stores  through 
making  of  sales  makes  up  the  third  iraportant  phase 
of  the  depot  distribution  function.    Though  sales 
will  be  infrequent  as  compared  to  issues  on  requisi- 
tions or  on  vouchers  requesting  replacement,  they  are 
important  nevertheless.    They  represent  a  distinct 
aspect  of  the  distribution  of  supplies  problem  in 
that  they  involve  financial  operations,  the  handling 
and  accounting  for  public  funds — where  the  others 
do  not. 

293.    Sales  may  be  me.de  only  to  persons  and 
under  the  conditions  authorized  by  statute  of 
congress,  or  by  army  regulations  and  orders  formulat- 
ed within  those  statutes.    Of  all  cases  in  which 
sales  are  authorized  (see  pages  3  and  4,  Ordnance 
Pamphlet,  1869)  only  one  is  of  importance  in  the 
field  depot,  under  actual  field  conditions.    This 
is  sales  to  officers  serving  with  troops;  and  this 
case  onl3'-  will  be  taken  up  here. 

293.    Assume  that  Lieut.  Jones,  301st 
Infantry,  N.  A.,  wishes  an  automatic  pistol,  a 
pistol  holster,  and  an  officer's  belt  of  a  certain 
model.    He  is  required,  under  the  general  practice 
of  arsenals  and  depots  in  time  of  peace,  to  write  to 
the  Commanding  Officer  of  the  depot,  requesting 
that  he  be  permitted  to  purchase  these  articles; 
this  written  request  being  sent  in  whether  Lieut. 
Jones  calls  in  person  or  makes  his  request  by  m.ail. 
If  a  letter,  it  is  received  by  the  m.ail  clerk,  who, 
on  noting  its  contents  forwards  it  to  the  finance 
desk.    It  is  around  the  finance  desk  and  the 
finance  clerk,  charged  with  the  execution  of  all 
necessary  financial  papers,  that  sales  procedure 
hinges.    This  clerk  scrutinizes  the  request,  sees 
that  he  has  authority  to  make  the  sale — that  the 
officer  is  regularly  serving  with  troops,  etc., — 
and  proceeds  to  find  out  if  he  has  on  hand  the 
articles  asked  for.   He  does  this  by  sending  the 
letter,  or  a  memorandiim  copy  of  it,  if  it  is  not 
in  proper  form,  to  the  Balance  of  Stores  clerk. 
This  clerk  notes  on  the  letter  or  memo,  the  items 
available  and  apportions  or  "obligates"  accordingly 
on  his  records.    This  apportionment  is  especially 
necessary  with  articles  of  officers'  • equipment, 
as  the  depot  will  ordinarily  have  but  few  on  hand. 
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and  it  must  giiard  against  setting  aside  the  same 
article  on  more  than  one  request.    The  annotated   -i 
letter  or  memo,  then  goes  back  to  the  finance  clerk. 

294.  The  finance  clerk  now  prepares  on 
Form  147  the  certificate  required  by  law  to  show 
that  the  sale  is  made  in  accordance  with  law  and 
regulation.    On  the  single  copy  of  this  form  which 
he  makes  out  the  clerk  enters  the  items,  with  their 
prices.   And  since  regulations  provide  that  an 
officer  may  purchase  articles  only  for  his  own  use, 
and  when  in  service,  the  clerk  executes  the  certifi- 
cate at  the  bottom  of  the  form  to  read:   "These 
articles  are  for  my  own  use  in  the  public  service." 
The  form  then  goes  to  the  officer  for  signature 

and  is  returned  by  him  with  the  funds  to  cover,  as 
shown  by  the  price  total. 

295.  The  mail  clerk  sends  the  funds  and  the 
signed  certificate  to  the  finance  desk.   Now  that 
he  has  the  funds,  the  finance  clerk  must  see  that 
the  stores  are  sent  out.   As  a  sort  of  "tickler" 
pending  notification  that  shipment  has  been  made, 
he  puts  the  signed  copy  of  Form  147  on  a  "live" 
file,  kept  under  his  attention.    He  then  removes 
the  original  letter  of  request  kept  on  a  l:ve  file 
until  now,  and  sends  it  to  the  invoice  clerk. 

296.  Now,  to  have  the  papers  necessary  for 
carrying  the  transaction  through  the  depot  routine — 
shipping,  etc.,- — we  must  have  duplicate  copies  of 
the  articles  called  for.    If  these  copies  are  not 
to  go  outside  the  depot  ordinary  typewritten  sheets 
might  do.   But  in  the  case  of  the  majority  of 
issues  additional  copies  of  Form  600,  besides 
those  required  by  regulation  for  formal  records 

are  made  out  at  one  operation  by  the  stenographer. 
For  the  sake  of  uniformity,  then,  if  for  no  other 
reason,  we  may  have  the  invoice  clerk  make  out  two 
copies  of  Form  600  for  use  in  the  depot.    After 
making  out  these  copies  from  the  items  checked  on 
the  officer's  letter  by  the  B.  of  S.  clerk,  the 
invoice  clerk  files  the  letter  request  in  the 
requisition  file,  that  all  papers  of  this  sort  may 
be  together. 

297.  The  two  copies  of  Form  600  are  sent 
as  issue  or  packing  lists  to  the  storehouse, 
where  they  are  handled  identically  like  shipments 
made  on  requisitions,  as  shown  in  Appendix  A.    The 
storehouse  office  copy,  stajnped  to  show  shipment 
completed,  goes  to  the  B.  of  S.  clerk  that  he  may 
drop  the  articles  from  his  "on  hand"  record  and 
reduce  the  amount  outstanding  as  obligated. 

298.  Meanwhile  the  finance-clerk  is  wa.iting 
for  word  that  the  shipment  has  been  made.    He  gets 
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hi^  notification  of  this  from  our  same  shipping  copy, 
which  the  E,  of  S.  clerk  fez fia,T(lG   to   him.    The 
finance  clerk  needs  this  copy  no  longer,  it  being 
only  a  notice  of  shipment  to  him;  so  he  sends  it  at 
once  to  the  returns  oranoh,  there  to  be  filed  with 
other  shipping  copies,  like  copy  7  in  the  filling 
or  ordinary  requisitions.   Unlike  these  other  shipping 
copies,  however,  this  one  is  not  posted  to  the 
Semiannual  Return.    The  reason  for  this  will  appear 
later. 

299.  Now  that  he  knows  that  the  property  for 
which  he  holds  the  funds  has  gone  out  to  Lieutenant 
Jones,  the  finance  clerk  may  go  ahead  with  the 
execution  of  the  necessary  accounting  papers.    He 
pc3ts  from  the  officer *s  certificate  to  an  "Abstract 
of  Funds  Received  from  Sales  of  Property,"  W.  D. 
Form  322.    This  form  shows  the  date  of  sale,  to 
whom  the  articles  were  sold,  the  articles,  and 
prices.    The  authority  ft"^r  the  sale  is  put  in 

the  "Reference"  column;  and  here  might  be  inserted 
"A.  R.  1520,  *'  or  the  number  and  source  of  a  letter 
authorizing  a  special  sale,  etc.  The  Abstract  of 
Sales  is  prooa^red  monthly,  in  triplicate.  Two 
copies  are  ser.t  to  the  Chief  of  Ordnance,  or,  per- 
haps (if  so  ordered)  to  the  chief  ordnance  account- 
ing office  in  France. 

300.  A  word  of  explanation  should  oe  given 
as  to  why  two  copies  of  the  Abstract  are  sent  to 
the  Chief  of  Ordnance,  when  di dinar ily  but  one  is 
sent.    Mere  a  money  settlement  is  included,  in- 
volving certain  procedure  by  officials  of  the 
Treasury  Department.    That  department  must  have  a 
cop^r  of  the  Abstract  that  it  may  certify  to  the 
Property  Division  of  the  Crdnra,nce  Office  that  the 
funds  for  the  sales  shown  thereon  have  been  pro- 
perly accounted  for.    Until  this  is  done  the 
Property  Division  cannot  make  the  required  entries, 
from  its  copy  of  the  Abstract,  to  relieve  the 
officer  of  property  responsibility  in  connection 
with  the  articles  sold. 

301.  The  third  copy  of  the  Abstract  is 
posted  to  both  the  Retained  and  Original  returns. 
The  Abstract,  being  an  authorized  voucher, 
authorized  such  posting;  and  so  also  with  the 
shipping  copy  of  Form  600  in  the  filling  of 
ordinary  requisitions  (Appencix  A),  this  copy 
being  identical  with  the  copies  authorized  a-s 
vouchers.    In  the  case  of  sales  neither  the 
shipping  copy  nor  the  officer *s  certificate  are 
authorized  vouchers;  therefore  they,  in  themselves, 
do  not  authorize  an  entry  on  the  return.    The 
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certificates,  one. for  each  sale  made,  are  so-called 
"subvouchers*  or  supporting  papers  to  the  Abstract 
for  the  month.    And  since,  the  "Abstract  has  but  a 
single  voucher  number,  like  any  other  voucher,  ten 
belts  sold  to  ten  different  officers  during  the'.month 
would  be  put  into  the  return  under  one  entry,  with 
one  voucher  number.    The  third  copy  of  the  Abstract 
of  Sales,  with  its  subvouchers  pinned  to  it,  is  filed 
in  the  retained  voucher  pile. 

502.    We  now  have  left  the  disposition  of  the 
funds  from  the  sale.    Ordinarily  these  would  be 
deposited  at  the  end  of  the  month  in  one  lump,  either 
by  the  finance  clerk  or  by  the  Commanding  Officer  him- 
self.   Funds  of  this  sort  may  be  (l)  put  in  a 
designated  government  depositary,  so  designated  by 
the  Secretary  of  the  Treasury,  or  (2)  turned  over  to  a 
disbursing  officer.    The  former  are  usually  national 
banks  or  banks  of  similar  type  in  foreign  countries. 
For  funds  placed  with  it  th3  depositary  furnishes  a 
receipt  known  as  a  "Certificate  of  Deposit,"  sending 
also  a  notification  copy  to  the  Treasury  Department. 
The  depositor,  however,  must  give  the  information 
needed  on  this  Certificate — by  whom  deposited,  the 
amount,  and  on  what  account.    The  latter  is  an 
important  item.    It  is  needed  that  the  proper 
appropriation  may  be  credited  for,  clestrly,  the 
articles  sold  have  not  been  ui-ed  up  in  the  service 
and  so  much  of  the  appropriation  as  authorized  them 
has,  therefore,  not  been  spent.    For  sales  to 
officers  the  depositary  should  be  told  that  the  funds 
are  placed  on  account  of  "Sa,les  of  Ordnance  Stores." 
That  is  notice  to  the  Treasury  officials,  seeing  it 
on  the  Certificate  of  Deposit,  sent  them  by  the 
depositary,  to  credit  the  proper  appropriation,  in 
this  case  "0.  S,  &  S."  (Ord.  Stores  and  Supplies). 
The  copy  of  the  Certificate  given  him  as  receipt  the 
clerk  or  deppeiting; .off icer  files  carefully  away. 

303.    Or  the  funds  may  be  disposed  of  in  the 
second  way  suggested,  i.  e.,  by  turning  them  over  to 
a  disbursing  officer.    This  will  be  done  often  under 
field  conditions^  where  no  depositary  is  near. 
Disbursing  officers  are  officers  appointed  by  the 
heads  of  their  bureaus  or  cojrps  to  have  placed  to 
their  credit,  and  to  disburse,  public  funds;  be- 
yond that  7ie   need  not  go  here.   The  disbursing 
officer  may  give  any  kind  of  informal  receipt,  and 
this  should  be  filed  away  like  the  Certificate  of 
Deposit. 
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304.    No  matter  how  the  deposit  is  madej  the 
Chief  of  Ordnance  (or  central  accounting  office  in 
France)  must  be  notified.   This  is  required  tha.t 
the  appropriation  records  kept  in  the  offices  men- 
tioned may  be  given  credit,  permitting  the  reallot- 
ment  of  the  funds  for  further  purposes.    The 
notification  should  be  sent  at  once,  the  Certificate 
of  Deposit  number,  if  an^?-,  being  given  if  known  at 
the  time.    A  simple  letter  is  all  that  is  requir- 
ed— "There  has  been  deposited  by  me  this  day  the 

sum  of  $ ,  with  the_ Bank  (or 

disbursing  officer)  on  account  of  Sales  of  Ordnance 
Stores. " 
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APPENDIX  "D.** 

PROCUREMENT  OF  SUPPLIES  — 1. 

Procedure  and  Routiiig  of  Pa/pers  in  Procurement  of 
Supplies  on  Requisition  or  Order  for 
Supplies. 

305.  Based  on  information  from  higher  a.uthority 
as  to  the  immediate  and  future  need  of  the  line  •.  for 
Ordnance  a-nd  Ordnance  Stores,  or  based  on  the  requests 
of  depot  foremen  for  supplies  and  stock  and  on  the 
minimum  stock  limits  and  reserve  figures  as  shown  in 
the  balance  of  stores  hooks,  the  requisition  clerk 
prepares  a  requisition  in  triplicate  on  another  de- 
pot or  arsenal.    Copies  1  a-nd  2  are  approved  and 
signed  by  the  Commanding  Officer  and  are  sent  out  by 
the  ma,il  clerk.   Copy  1  goes  to  the  depot  or  arsenal 
which  is  to  supply  the  stores,  while  copy  2  is  trans- 
mitted to  the  Chief  of  Ordnance.    (The  practice  of 
forwarding  a  copy  of  the  requisition  to  the  Chief  of 
Ordnance  is  in  accord  with  Ordnance  Property  Re- 
gulations, 1917,  par.  90,) 

306.  The  third  copy  of  the  requisition  is  sent 
to  balance  of  stores*  desk,  where  a  clerk  posts  the 
items  requisitioned  for  to  the  "due  depot"  or  "order- 
ed", and  the  "balance  unobligated"  or  "ava.ilable" 
columns  on  the  proper  balance  of  stores*  sheets. 

The  requisition  is  then  placed  in  a  live  file  in  the 
balance  of  stores'  branch  to  await  the  storehouse 
foreman's  report  on  the  receipt"  of  the  stores. 

307.  The  next  step  in  the  transaction  is  the 
receipt  from  the  supplying  depot  or  arsenal  of  a 
card  notifying  the  requisitioning  officer  of  the 
receipt  and  disposition  of  his  requisition.   This 
card  goes  to  the  balance  of  stores'  desk  where  a 
clerk  makes  the  necessary  changes  in  the  books,  if 
certain  items  are  not  to  be  supplied*^   The  card  is 
then  filed  with  the  requisition  in  the  live  file. 

308.  Before  the  stores  arrive,  the  depot 
receives  two  invoices,  two  receipts  and  a  shipping 
list,  from  the  supplying  ordnance  establishment. 
The  invoices  and  receipts  go  to  the  live  file  in  the 
balance  of  stores'  desk  to  await  the  receipted 
shipping  list,  v/hich  V7ill  be  turned  in  from  the 
storehouse.   The  shipping  list  goes  to  a  live  file 
in  the  storehouse  office  to  await  the  arrival  of  the 
stores.    By  having  copies  in  two  places,  we  have 
two  men  ticKling  the  shipment,  one  in  the  accounts 
division  and  the  other  in  the  storehouse.   When 
the  stores  arrive,  the  shipping  list  is  removed 
from,  the  live  file  in  the  storehouse  office  and 
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turned  over  to  a  packer  3- 'having  first  stamped  on  it 
the  time  at  which  it  is  given  to  him.    This  in- 
dividual receives  the  stores,  notes  their  condition 
and  initia?.s  the  slip.    Discrepancies  between  the 
stores  received  and  stores  called  for  on  the  ship- 
ping list  are  noted  on  the  list  in  red  ink.    A 
checker  then  checks  the  packer's  work  and  initials 
the  slip.    Then,  if  the  stores  are  not  from  another 
ordnance  estaolishment,  an?  inspector  examines  them 
and  enters  his  remarks  and  ini"Dia,ls  on  the  slip. 
The  shipping  list  then  goes  back  to  the  storehouse 
office  and  the  time  that  it  is  received  from,  the 
receiving  room  is  stamped  on  the  slip.    It  is  then 
initialed  by  the  storehouse  foreman,  as  a  sign  that 
the  storehouse's  end  of  the  transaction  is  complete, 
and  is  transmitted  to  the  balance  of  stores  branch  in 
the  accounting  division  of  the  depot. 

509.   A  clerk  removes  the  requisition  (with  the 
notification  card  attached)  and  the  two  invoices  and 
two  regeipts  from  the  live  file,  and  checks  tne 
shipping  list  against  the  requisition  to  see  that  all 
stores  ordered  have  been  received-    The  requisition 
and  the  notification  card  are  then  passed  to  the 
dead  file.    The  two  invoices  and  two  receipts  are 
then  corrected  to  agree  v/ith  actual  receipts  as  shown 
by  the  shipping  list?    The  invoices  are  then  turned 
over  to  another  clerk  to  be  posted  to  the  balance  of 
stores'  books^  while  the  two  receipts  and  the  shipping 
list  go  forward  to  the  returns  branch, 

i.The  pra^ctice  herein  described  is  the  one  which  is 
followed  in  most  ordnance  establishments  to-day.  It  will 
perhaps  be  found  advisable  to  alter  the  procedure  and  have 
the  packer  check  against  a  list  which  gives  items  but 
not  quantities.    The  latter  pra(!;tice  has  been  found 
to  be  best  in  the  commercial  field  and  storehouse  fore- 
man would  do  well  to  install  the  system  in  depot  work. 
2. In  many  instances,  it  will  be  necessary  to  hold  up 
the  correction  of  the  invoices  and  receipts  until  a 
survey  can  be  held  to  determine  the  responsibility  <5or 
loss  or  damage  of  stores  shipped.   (See  0.  P.  R. ,  par. 
163,  for  procedure  m  case  of  loss  or  damage.) 
3.  See  "General  Cautions  in  Balance  of  Stores  U?ork" 
under  the  balance  of  stores  branch  in  the  accounts 
division  for  a  method  which  can  be  em.ployed  to 
assure  correctness,  of  balance  of  stores  books* 
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310.  Here  the  receivirig  officer's  voucher 
number  is  entered  on  the  copies  and  the  two  receipts 
are  handed  to  the  property  officer,  who  receipts  for 
the  Con-iraanding  Officer  and  mails  to  the  issuing  de- 
pot or  arsenal.    The  shipping  list  is  then  posted  to 
both  the  original  and  the  retained  return,  while  the 
page  numbers  of  the  return  to  which  the  posting. was 
made  are  entered  opposite  each  item  on  the  shipping 
list.    The  copy  is  then  placed  in  a  live  file  to 
await  the  two  invoices  still  at  the  balance  of 
stores'  desk. 

311.  When  the  posting  to  the  balance  of 
stores*  branch,  where  the  voucher  number  already 
assigned  is  entered.    The  shipping  list  is  taken 
from  the  live  file  and  the  return  page  numbers  are 
posted  therefrom  to  the  vouchers.   The  shipping  list 
and  one  of  the  invoices  is  then  filed  with  the 
retained  return,  while  the  other  invoice  is  filed 
with  the  original  return. 

312.  With  this  operation,  the  work  involved  in 
the  procurement  of  supplies  on  a  requisition  is  com- 
pleted.   The  variations  in  the  procedure  when 
stores  are  procured  on  an  order  for  supplies  are 
described  in  the  note  on  the  chart. 
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APPENDIX  ""E,^ 

PROCTIRE^ffiNT  OF  SUPPLIES  THROUGH 
PURCHASE. 

Procedure  and  Routing  of  Papers  in  Making  of   Pur- 
chases at  Field  Depots, 

313.  Under  present  plans,  purchases  made  by 
the  commanding  officers  of  depots  in  tne  field  vifill 
be  only  of  a  minor  sort.   They  will  include  articles 
needed  urgently,  or  which  are  not  costly  and  can  be 
procured  in  open  market  (  i.e.,  without  the  usual 
bids)  at  a  fair  price. 

314.  Large  purchases  will  be  made  at  central 
points,  at  the  main  arsenal  in  the  theatre  of 
operations,  etc.    And,  for  field  depot  purchases, 
disbursements  will  be  also  made  from  central  points. 

315.  Requests  for  supplies,  from  whatever 
source  about  the  depot,  should  reach  the  Balance  of 
Stores'  Clerk  before  further  action  is  taken  on 
them.    Some  requests  might  possibly  go  direct  to 
the  requisition  clerk  but  many — perhaps  most — would 
originate  with  the  B.  of  S.  clerk  himself,  since  he 
has  information  in  his  records  as  to  supplies  on 
hand.    In  order  to  have  all  demands  on  the  re- 
quisition clerk  come  from  a  single  responsible 
source,  as  well  as  to  permit  the  B.  of  S.  clerk 

to  have  a  record  of  needs  and  recommendations  for 
supplies,  it  is  best  to  direct  all  requests  as 
suggested. 

316.  The  Balance  of  Stores  clerk  makes  out, 
from  the  information  at  hand,  a  request  for  a  pur- 
chase order  and  sends  it  to  the  requisition  clerk, 
charged  with  all  actual  procurement  of  stores. 
This  request  m.ay  be  on  a  special  form,  similar  to 
that  used  in  commercial  practice,  or  merelv  in  the 
form  of  a  memorandum.   The  requisition  clerk  then 
makes  out  the  required  number  of  purchase  order 
copies,  usually  four.    Copy  4rgoes  to  the  receiving 
warehouse  or  receiving  room,  there  to  be  checked 
with  the  purchased  articles  when  they  arrive.   Copy 
3  is  sent  to  the  Balance  of  Stores'  desk  that  the 
articles  purchased  may  be  entered  as  ordered  on 
"Due  Depot, "  and  made  availaole  for  apportionment. 
Copy  3  is  then  sent  to  a  live  file  and  watched  by 
Doth  the  requisition  clerk  and  the  Be.lance  of  Stores 
clerk,  that  the  order  may  be  hurried  along  if 
pressing  need  warrants,  or  if  the  supplier  delays, 

317.  Of  course,  before  the  Purchase  Order  is 
made  out,  care  must  be  exercised  to  take  what  ad- 
vantage is  possible,  in  the  competition  of  the 
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immediate  vicinity,  to  insure  the  Government  getting 
the  most  favorable  prides.    Informal  requests  may  be 
Bade  on  leeveral  dealers,  by  messenger;  or  some  dealer 
who  has  been  honest  and  fair  in  previous  cases  may  be 
awarded  the  purchase — especially  if  prices  are  well 
established  and  the  same  generally. 

318.  Copies  1  and  2  of  the  P,  0.  are  sent  to 
the  Commanding  Officer  for  signature,  that  his 
necessary  approval  of  the  purchase,  in  final  form, 
may  be  obtained.   One  of  the  signed  copies,  the  orig- 
inal, the  requisition  clerk  sends  immediately  to 

the  merchant  or  firm  furnishing  the  supplies-   The 
remaining  copy.  No.  2,  is  sent  to  the  finance  clerk, 
who  puts  it  on  a  live  file  until  he  shall  have  re- 
ceived notice  of  receipt  of  the  supplies. 

319.  These  supplies,  when  they  reach  the  re- 
ceiving room  of  the  depot,  are  checked  with  copy  4 
of  the  P.  0.,  taken  from  the  open  or  live  file. 
Necessary  notations  as  to  conditions,  shortages,  etc., 
are  made  on  this  copy,  which  is  then  forwarded  to 

the  B.  of  S.  clerk  that  he  may  take  up  the  actual 
amount  received  as  "On  hand"  and  drop  it  from 
"Due  Depot.".    He  (or  the  requisition  clerk,  if 
the  latter  keeps  the  file)  can  then  remove  the  live 
file  copy.  No.  3,  of  the  P.  0.,  now  no  longer  to  be 
kept  under  attention,  and  send  it  to  the  depot's 
dead  file  of  P.  0. 's. 

320.  Copy  4,  the  corrected  receiving  room 
copy,  goes  farther  on  to  the  finance  desk.    It  is 
notice  to  the  finance  clerk  that  the  articles  have 
come  in,  as  noted,  and  that  he  may  properly  go  a- 
head  with  the  papers  involved  in  the  pajraient  therefor. 
He  first  takes  off  his  live  file  copy  No.  2,  which 

he  must  send  out  along  with  No.  4,  corrects  it  to 
agree  with,  and  pins  it  to,  the  latter.   All  the 
purchases  for  any  one  calendar  month  he  enters  on 
the  Abstract  of  Purchases,  the  entries  being  made  at 
the  end  of  the  m.onth,  that  all  articles  of  one  sort 
may  be  brought  together  on  the  form,  as  required. 
He  makes  out  a  cash  voucher  for  each  purchase,  at- 
taching to  this  any  bills  which  the  supplier  may 
have  furnished.    The  original  of  the  Abstract  of 
Purchases  goes,  with  the  cash  vouchers  and  copies 
2  and  4  of  each  P.  0.,  to  the  disbursing  officer 
making  payment.    The  disbursing  officer  completes 
the  cash  vouchers  and  disposes  of  them,  as  well  as  of 
the  P.  0.*s  or  bills  attached,  as  provided  in  A.  R. , 
634,  etc. 
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The  Abstract  of  Purchase  he  is  required  to  forward 
to  the  Chief  of  Ordnance,  that  the  officer  pur- 
chasing the  articles  may  be  properly  charged  with 
them.  The  money  settlement  involved  is  effected 
through  the  disbursing  officer  *s  Accoiint  Current, 
on  which  the  disbursements  to  cover  the  purchases 
would  appear. 

321.    The  second  copy  of  the  Abstract  is 
posted  to  both  the  original  and  retained  returns 
of  the  depot,  and  is  filed  7/ith  the  retained 
vouchers. 
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